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seECR re ai Recently announced—and getting en- 

thusiastic acceptance everywhere! Secretaries 

—— love this ALL-NEW Smith-Corona ‘'Ezghty-Ezght”’ 

for its brand new, tireless touch and effortless action. 

Two added keys, four extra characters now—making 88 characters in all. Plus many 
other new features, exclusive features—for increased speed, greater office efficiency 


and perfect writing results. 


And this is the Smith-Corona 


Carbon-Ribbon Typewriter... another brand new model! 


The Carbon-Ribbon “write” is really something to see. Crisp, 
clean, print-like letters. Perfect for special correspondence, reports, 
and for reproduction by offset, photolith, etc. Carbon-Ribbon and 


fabric ribbon are interchangeable, easily and quickly. 





SMITH-CORONA INC SYRACUSE 1 NY Canadian factory and offices: Toronto, Ontario. Makers also of 


famous Smith-Corona Portable Typewriters, Adding Machines and Cash Registers, Vivid Duplicators, Ribbons and Carbons. 
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1. OUT GUIDE 
[_} Sign to hang on door 









[_} To control correspondence 


(_} Umpires record 


i 
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3. MISCELLANEOUS FOLDERS 


[_} Containers for infrequent correspondence 
[_} An assortment of Travel Guides 
[] Several knife-like instruments used for folding 


ANSWERS | 


papers. 


1. THE OUT GUIDE centralizes the 
filing system. The Guide permits a 
written record showing the last per- 
son taking correspondence from the 
file drawer. It is withdrawn when the 
file is returned to its proper place. 


2. FILEBINDERS are made especially 
for filing important correspondence. 
They are equipped with metal fasten- 
ers which permit the “Binding-in” of 
Papers for security and orderliness. 
Latest papers can be added at the 
bottom, thus maintaining ‘“Bookwise” 
reading sequence. 


3. MISCELLANEOUS FOLDERS are for 
use in filing all occasional letters not 
of sufficient quantity to justify in- 
dividual name folders. A Miscellaneous 
folder must be used for each alpha- 
betical subdivision. They are also used 
as the index in the transfer files 


4. SMEAD’S TELL-I-VISION SYSTEM is 
1. Easy to learn 

2. Speedy to operate 

3. Flexible and “it grows as needed” 


That is why it is the ideal filing 
system for businesses small or large 


THE Sead MANUFACTURING CO. INC. 


HASTINGS, MINNESOTA e 


LOGAN, OHIO 


TODAY'S SECRETARY e¢ 


OW well informed are you 
on Filing Procedure 
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2. FILEBINDER 
[_] Rubber Band used by toolmakers 


f 


[_] Metal strap around a file drawer 
{_} Containers for important correspondence 


4. SMEAD’S 
TELL-1-VISION SYSTEM 


[) Rules for watching programs 

() Business’s way of filing and finding corre- 
spondence. 

(_) A method of narrating dreams. 


92 2228888888880 808282888880688886S88880)4 
1 THE SMEAD MANUFACTURING CO.,INC.1 
| HASTINGS, MINNESOTA ; 
r Please send us without charge a sample of your 1 
; Out guide (), Miscellaneous folder (), Filebinder (J, 
' Literature on Smead’s Tell-I-Vision system (_) i 
‘NAME : comnaneeen 
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N OUR COVER-—In honor of Nation- 
( al Secretaries’ Week (May 23-29), 
we have chosen to “race our cover a girl 
who we think typifies the modern secre- 
tary. Take a long look at her—she is 
poised, efficient, confident, worthy of the 
respect and honor accorded her in her | 
chosen profession. Topay’s SECRETARY 
takes this opportunity to salute her (along 
with her millions of sisters ) for plans well 
laid, jobs well done, and achievements 
well known. 





; _ iS 
Not One—But Two P 
lo BE SECRETARY to some famous per- ‘ 
son is a wonderful thing, but to be secre- Y 
tary to two celebrities is really an excep- 
tion. Yet exceptional as it may be, Esther 


Jacoby has just such a secretarial position. 
She, lucky gal, is secretary to the popular 
husband-wife team Arthur and Kathryn 
Murray. 

As you may imagine, her job is intcrest- 
ing and exciting; but, aside from that, 
all sorts of wonderful things have been 
coming her way ever since she joined the 
staff of this well-known twosome. On 
example (and one that we just can’t for- 
get) is the fabulous gift she received 
from her employers last Christmas. When 
she opened the beautifully wrapped box, 
much to her joyful surprise she found. . . 
but, then, we really shouldn't tell you 
about that here. For all the details, turn 
to page 13 and begin reading “She 
Dances During Her Lunch Hour,” by 
Marian Noyes 


The Season’s the Reason 


A SUBJECT WELL COVERED in this May 
issue is “spring.” The Secretaries Hand- 
book is entitled, “It’s Spring,” and it con- 
tains three articles with a springtime 
message. Other articles tell how to bring 
spring inside your office and how to- 
change spring fever into spring fervor. 
So, if you are as enthusiastic as we are 
about this happy season, you ll esp cially 


enjoy pages 16, 25, and 41. 


News from Cuba 


You MAY RECALL that, in our February 
issuc, we asked if any of you readers who 
had a knowledge of Spanish would be 


interested in helping a reader in Cuba 
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It’s a cinch to have tidy-looking letters 





New Royal Standards are the answer. Cost to the 
boss? Only about a penny a day when he trades 
in his old machines at 5 years instead of 10. 





Sure as you live and breathe, you’ll have the best- 
groomed letters you ever typed, clean memos, re- 
ports, and carbons. Besides, you’ll have an added 
feeling of pride, because new Royal Standards make 
work go faster, simpler, and make it more fun. 


Yes, they’re also the typewriters preferred in busi- 
ness 214 to 1 by people like you, those who type. 


From new Royals the boss will get a happier office 
family because these wonderfully rugged typewriters 
have a way of raising office morale. He’ll also own 
the finest precision writing machines ever built. 
They take less time out for repairs. 





STANDARD 
ELECTRIC 
PORTABLE 


Roytype Business Supplies 


See how this top-notch machine performs. The Royal 
Representative will bring one around and show you. 
He’ll explain the 1-cent-a-day story, too. 


Call your Royal Representative (He's listed in the Classified Telephone Directory) 
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‘‘Here’s one textbook that 
goes to work for me 
every day on the 


job”’ 


THIRD EDITION 
by 
Gregg, 
Fries, and 


Rowe 


Applied SECRETARIAL PRACTICE 





Popular with teachers, students, and practicing secretaries 
because it accomplishes these objectives: 


* Supplies important business information % Teaches essential office procedures and skills 


* Develops desirable personality traits * Deals realistically with job finding and job behavior 


.. especially helpful are units dealing with The Secretary on 
the Job, Your Personal Effectiveness, Your Appearance, Using 
Sources of Information, Meeting the Public, and Duplicating 
Processes and Equipment.” 


575 Pages. Illustrated...... List, $2.80. 
Workbook, Secretarial Practice Tests, and Filmstrips are available to 
complete this rich experience program. 


GREGG PUBLISHING DIVISION 


McGraw-Hill Book Company, Inc. 


New York 36, 330 W. 42nd St. Dallas 2, 501 Elm St. 
Chicago 6, 111 N. Canal St. San Francisco 4, 68 Post St. 
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SPECIAL— 


Plan to examine the 
New Fourth Edition of: 


Hagar and Hutchinson 
Make this new 15-minute-a-day 
spelling and vocabulary program 
part of your English, Typing, and 
Secretarial Practice training. 


Now available 














improve his English while receiving help 
from him in gaining a fluent command of 
Spanish. It seems that forty-two were 
interested and that our Cuban _ friend 
has been swamped with mail. However, 
he is by no means downhearted—indeed, 
no! In his last letter, he asked us to thank 
ill his correspondents for their interest 
and added: 

“Perhaps those who know only a littl 
Spanish I will tell them I am in a grade 
to help them through any method they 
would like to study by themself, as I do 
not wish to discourage them if they are 
not able to understand Spanish to the 
extent I know my poor English. I do not 
wish to make them waste the time, neither 
do I but to get just an improvement.” 

From time to time, we will try to keep 
vou in touch with this Cuban gentleman's 







Like the BEST tennis balls 
OLD TOWN RIBBONS | 
serve you BEST because 
they’re sealed in air-tight cans! 


progress, for such zeal, determination, 
and thoughtfulness is certainly inspiring. | 


Please Excuse Us! 


IN OUR APRIL ISSUE, in the article about 
Dorothy Peterson, secretary to Mrs. Oveta 
Culp Hobby (“Secretary to the Secre 
tary,” page 11) we quoted a quote in- 
correctly and would like to make amends 

On page 12, Dorothy Peterson was | 





quoted as saying, “Mrs. Hobby, as you 
know, is a Texan—her husband is gov- 
ernor of Texas.” What Miss Peterson 
really had said was that Mrs. Hobby’s 
husband cas ONCE the governor ot Texas 
Governor Alan Shivers, the present gov- 
ernor of Texas, has held this post since 
1949. Former Governor Hobby completed 
his governorship in 1921. Our apologies 
ll concerned 





Many Thanks 


i Wr WANT TO THANK ALL the readers 
there were over a hundred) who thought- 


Only OLD TOWN ribbons come to you 


tully se nt us artyped Easter decorations vunaranteed factory-]re i} with the freshness 


tor our April issue. We're sorry that our : 
picture-making had to be wound up long hermetically sealed in. y ou pay no more for 
before these* Easter tidings overflowed 
our in-box, for we really would have liked 
to publish some of them. For future refer- 
ence, we'd like to recommend that. all 
contributions to the magazine be sent at | 
least three months in advance of the 

date of issue. 


such air-tight protection—-for these sharper- 
writing, longer wearing ribbons. OLD 
TOWN ribbons hold more ink, are non-fill- 
ing, non-fading, can't dry out on store of 


othce shelves. 








SHORTHAND DRAWING 





Next time you change a ribbon, try a 
really fresh ribbon—an OLD TOWN 


( ) ribbon and SEE the difference ' For the 
7 al 3 name of your nearest OLD TOWN 
/* Le — dealer write us foday. 


r 
You COM clepend OW... | OLD TOWN CORPORATION, Dept. TS-5 
( ) "Deadeve | 345 Madison Ave., New York 17, N.Y. 
- Gentlemen: Please send me 
Dan . z : _| Name of nearest OLD TOWN Dealer 
y () Complete information on OLD TOWN Ribbons and 
\ 
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Carbons 
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Company 


Address 





--Jane Kipp 


City State Zone 
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A beautiful letter— 
yet one miserable 
error stands out like 
a gravy stain on the 


Queen's robe. 


A smart Secretary 
neither swears (un- 
der her breath) nor 
despairs She reaches 
for her handy White 
Polished ErRaseRSTIK 

. . One, two, three, 
a quick flick... and 
the error is erased, 
leaving not a ghost 


It’s like having a 


third hand, 


wood-encased pol- 
ished beauty. Easily 
sharpened with knife 
or mechanical sharp- 


ener 


Ask your Dealer 
tor ERaSERSTIK— 
and make sure the 
ERASERSTIK name 1s 
on it Don't let him 
sell you something 
“just as good” be- 
cause there’s nothing 


just as good 


7099} <> 
7099B witn brush 


FABER-CHSTELL 


PENCIL COMPANY 








ERVICE) V.S.A.7O099 
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AWFaBER &RASERS7IK 
AWFABER GRASERGTIK Gis) v8.8. 7099 B 
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THE EXPERTS 








MADELINE 5S. STRONY 





®@ R. ROBERT 


ESSIE: Greetings, greetings' How 

ire you all this fine spring day? Do 

vou have a secretarial problem with 
which you would like some help? Well, 
here we are—at vour service And until 
you get up the courage to put your own 
problem down on paper, here are a few 
solutions to other people s probl ms that 
may be of help to vou too. 


To provipe us with our first solution, 
we have a shorthand expert. Mr. Zoubek, 
We are putting this question to you. A 
student in Michigan asks, “Why is the 
word garden written with the rd blend 
instead of the den blend? Are all words 
of this type written with the rd blend?” 

Zovusek: In words like garden, pardon, 
and burden, Tessie, we use the rd blend 
because we hear the rd sound betore we 
hear the final n. In a word like garden, 
we build a shorthand outline on guard, 
simply adding the n to the rd stroke. 


Tessie: Mrs. Stronv, we have a let- 
ter here from a recent secretarial-school 
graduate who would like to know wheth- 
cr graduation announcements should be 
sent before or after the event. 

Srrony: The usual practice, Tessie, 
is to send invitations betore graduation, 
but to send announcements atter the ex- 
ercises. When announcements are sent 


before the exercises, then that is more 





like an invitation; and those receiving the 
announcement may mistake it for an in- 
vitation to the exercises. The same ap- 
plies to wedding invitations and an- 
nouncements, 


Tessie: Here is a typing question, Doc- 
tor Lloyd. A secretary in South Dakota 
writes, “Since I am a rather tall individ- 
ual, I often find that many things of 
average or standard size just don’t fit me. 
At present, I am trying to find a way to 
set my typewriter at the proper height. 
After studying this matter carefully, I 
have decided that I need a platform of 
some sort that will raise my typewriter 
about two inches. I thought your experts 
might know of something made especially 
to remedy such a situation.” 

Lioyp: There are two ways that this 





young lady may adjust the height of her 
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typewriter, Tessie. The best thing for her 
to do would be to obtain from her local 
typewriter distributor what typewriter 
salesmen call “leg extenders.” These are 
heavy pieces of metal that can be screwed 
into the bottom of the typewriter between 
the rubber feet and the bottom of the 
machine. They cost about a dollar for 
a one-inch set—this young lady would 
probably need two sets. 

Another thing that she might try is 
placing a sturdy letter tray (turned up- 


REFERENCE 


DATA = 





side down) under her typewriter. Most of 
these trays are two inches deep and 
would give her just the height she wants. 

One thing to watch for, though! If 
this young lady decides to try “leg ex- 
tenders,” she will have to check to see 
that there is adequate room for the ma- 
chine to fit into her desk after the “legs” 
are attached. If there isn’t, she will just 
have to resign herself to leaving the ma- 
chine out at all times or to using the 
letter tray or a box that can be “taken 
out from under” when she is ready to 
close up her desk. 


Tessie: Dr. Rosenberg, a secretary in 
Oklahoma would like you to. settle a 
dispute between herself and her employ- 
er. “Can vou please straighten me out on 
the difference between a cashier's check 
and a draft?” she asks. “My boss and I 
disagree on this; and we are both stub- 
born, even though we do get along. When 
I take a check to our bank and purchase 
a check drawn by our bank on a New 
York bank in favor of a concern there, 
he says I have a draft. I have always 
thought it to be a cashier's check, and 
the window at the bank is so labeled. I 
thought that a draft was a check drawn 
by us on another person’s account at the 
bank of their designation and honored at 
his command. Who is right?” 

Rosenserc: Well, Tessie, I will have 
to stick with the men and say that this 
young lady’s boss is right. A cashiers 
check is a check issued by the cashier 
of a bank, and it is drawn against the 
bank’s funds. Such a check is often is- 
sued at the request of a depositor who 
wishes to pay for merchandise that he 
has purchased from an out-of-town deal- 
er who will not accept his personal check. 

A bank draft is a check in favor of a 
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Remington Rand salutes the Secretary... 


. Photographed at the Plaza 


a ae * Pe fi, 


And no wonder—electricity does 
the work—helps today’s smart 
women of letters turn out such 
truly beautiful work in so little 
time, with so little effort and so 


pleasing to the boss. 


& eereemttE ? 2 


First Lady of American Business...during National Secretaries Week, May 23-29 
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Che loves us... 


She loves us 
not...” 


W' WANT to know how secretaries feel about 
taking dictation... and only you can 


help us. 


Answer a few questions for us, and we'll give 
you this famous secretary’s handbook—FREE. 
The new, 84-page, illustrated edition is now on 
the press. It will help you 1,000 ways in your 
work. Gives rules for proper punctuation, spell- 


ing, setting up letters, etc. Regular price 50¢. 


DICTAPHONE  ekiels 


DICTATION HEADQUARTERS, U.S. A. 


Just fill in this coupon and mail it to get your copy of LETTER PERFECT. 


How do you most often take dictation ? [] Saves time 








From dictating machines —_ Helps me organize my job 








By shorthand ["] Helps me get more done——_______ 
From dictator’s longhand ———~~ [| More convenient for taking dictation 
Direct dictation to typewriter —— Something che ———$_..__... 


Some other way 





If you haven’t used one, why not? Please 














Have you ever used a dic tating machine ? comment. 
Yes = 
No 
If you have, tell us what make. How long have you been a secretary ? 





C] Less than two years — 


Three - five years 





What do you think is the one most im- 


portant advantage of a dictating machine ? (_} Over five years 





TODAY'S SECRETARY @ May, 1954 








eeereveeeveeeeeeeeeeeeeeeeeeeeeeeeeeee eee eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee eee 


And, finally, what do you consider a 


secretary's most important function? 











Thanks! 


Dictaphone Corporation, Dept. TS-54 
420 Lexington Ave., N. Y. 17, N. Y. 


af 


My firm— 








Address— — 





third person, drawn by one bank on an- 
other bank in which the drawer has funds 
on deposit. 

4 bank draft differs from a cashier's 
check in the following ways 

Bank Draft 

1. The drawee is a bank in the city 
in Which the payee resides. 

2. It is paid in the city where the 
drawee bank is located. 

Cashier's Check 

1. The drawee is the bank that issues 


the check. 


If your typewriter 
misbehaves ... no one 
need ever know! 


Millers Falls Ezerase is the fine bond with 
the plus feature — typing errors are quickly 
wiped out with an ordinary lead pencil eraser. 





| | Erasures are not smudged . . . paper surface 
2. It is returned to the bank that is- is not roughed BaP a retyping cannot be 
sued the check. : , 5 


There are, of course, other kinds of | detected. 
dratts—sight drafts and time drafts. A 


You get cracking fresh, always presentable 
| personal or business check is also a draft. 


? a i letters that well represent you, the boss, and 

OWeVeCT, ‘\ are I ; ame ; . + “° 4 “s* . 

gee aye, Melanesia Se vagy Pe the company. Try EZERASE with a plus 

bank draft that this voung lady mentions ‘ . . : 

ag eg 6 | for an ever-clean slate. Made in Bond and 
Onion Skin weights. 

















Tessie: Here is a letter for Miss | ¢ ‘DEL ar . 
ete wns ‘esata ' rts " Nel ar Send the coupon below today for FREE sample of Ezerase — the fine bond 
a Secreta i CDraASKA . . 
tk cca ‘nyt: alee tenis: a tania. with a plus. Also—at no cost to you —we will enclose a handsome 
days there is a trend toward leaving out “Letters for Signature” folder. Put your letters on the boss’s desk. Safe 
periods and commas wherever possible. from prying eyes free from misplacement. Here’s one of those little 
Here are some illustrations on which | touches that makes him speak of you as the “gem” you are. 
would like your opinion 
O D Smith, J = PERE RE EE henge es he 
PTA : MILLERS FALLS PAPER COMPANY 
, oS Millers Falls, Massachusetts Dept. S-5 
23 800 OO (in columns of figures : ' Please send me the FREE sample of EZERASE and 
Do vou think that these are just fadish Fine Paper Preferred By Business “Letters for Signature” folder 
or that they will soon be considered prop- | y CP) Nem 
err 


Position 








Hurcuinson: The stvle of omitting | ée “W CHOTU OCIA 
| tter i bbre i 4 Company 
periods after certain abbreviations and 


Address 


City state 





commas in thousands is a carry-over, | 


’ BOND - ONION SKIN - EZERASE OPAQUE 
think, from attempts to save typing time 





we ee we ee eee ee 45 


in certain operations. For example, Tes-_ | 





sic, in typing large numbers of address 
stencils, the omission of the periods after 


ACCOPRESS 
BINDERS 


for Econom yy! 






personal initials and after such abbrevia- 
tions as Jr. results in a considerable sav- 
ing of time 

Likewise, in typing columns of amounts 
in financial statements and accounting re- 
ports, which are used by persons accus- 
omed to reading figures without hesita- 
tion, the commas indicating thousands 
and the periods indicating decimals are 
sometimes omitted, as they are on add- 
ing- and calculating-machine tape. 





The omission of the periods in names 
of organizations and associations was 


RITE-LINE COPYHOLDER 





ee originated by the Government as a prac- ; 
tical way of writing the long names of Promotes Accuracy - Increases Production 
a large number of agencies and bureaus. Find the record you want when you want 
For general correspondence and writ- it— ACCO-bind all your business papers. PRICE INCLUDING 
ing, however, I recommend the standard With ACCOPRESS Binders of fine press- | NJEW TELESCOPIC 
style, with the exception of the names of board you'll get the efficiency and conven- EYEGUIDE 
Government agencies, which are official, ience of loose leaf binding for letters. orders, PLUS 5 
and names of labor organizations, which contracts. invoices. reports. ete. combined 


are usually written without periods | with low cost. long life economy in filing. | TELESCOPIC EYEGUIDE 

Large capacity (expand up to 6”). Stack Accommodates all widths of copy from a machine 
Tessie: A’ secre tary in Massachusetts flat. Choice of colors and sizes for every tape to 20 inches. 

sends this question, Mrs. Strony, “Can 





need. Ask your stationer. Remember... , = 

you tell me what the general practice of ACCO-bound papers are SAFE papers. mW" 
most business firms is regarding tele- Me - 
phone calls made by outsiders on office ACCOBIND folders EER 
phones? For instance, a salesman from ACCOPRESS binders EYEGUIDE CONTRACTED 
another company with which our com- PIN-PRONG binders f - 
pany does some business happens to be (for marginal multiple punched forms) 20" = 
In on > » r , » ; , 
: ‘ pil a eg ae Rages ) be ACCO punches - ' 
eaue ; ? ce ecie 1 Cc ( Ca S we 4 

' hes ~ Kline cupnlies EYEGUIDE EXTENDED 
own office in another city. Since it is not and other filing supplie 


a local call, our company is charged for yh wits . FREE TRIAL OFFER Write, asking us to send you o 
our company is charged fo ACCO PRODUCTS. Ine. RITE-LINE Copyholder with the understanding you moy 
it. Should this salesman be asked then 


return it without charge within ten doys 





eeaseeeeeaeeeseseeoeane4anenceneecoaoonne eee eoascunueoeneann ee ss 


and there to pay that charge? And what Ogdensburg, New York 
pee would hye the proper procedure in the | In Canada: ACCO Canadian Co., Ltd.. Toronto | RITE-LINE CORP. 1025—15th Street, N. W 


Washington 5, D. C 
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case of a customer, or a person with 
yu whom our company deals but who is not 
g + can take necessarily a customer?” 0 ou 
Dictation Srrony: This problem, Tessie. is one 
that seems to face all organizations in 
eos : aad business at some time or other: and it ( 
ee 4 tei seems that there can be no hard-and- 
a : E fast rule because, if the customer using a 


the phone happens to be an important 


In your spare time, AT one, you would usually grant him certain Top-of-the-List Book 






HOME ... using one rivileges that you would not grant to 
— of the swiftest and most eee Ol course. anyone who follows for Almost Everyone! 
~ pleasant methods yet de- the rules of business etiquette would of- 
vised for gaining short- fer to pay tor the call; but, since there fron Read these typical answers 
hand speed, are many violators, this young lady might ‘ to the question, “Do you find 
try the following procedure, which sev- = ag your Merriam-Webster dic. 



















. . t ar 7 “ ce We ,>” 
eral firms have found most satistactory. ronary of re il use OF V luc 


They have just one telephone for the 
use of outsiders. The operator is aware 


iat 
Jcration 


PRACTICAL 


WORK UP BUSINESS MAN: 


EVEN TO 
COURT-STENO always says, in her usual businesslike 


SPEED \ , / wav, “Do vou wish to have the charge 
\(V1SC Fi 7 
es 


—. 





of this; and when that phone is used, she 








“Our office saves a lot of time and mis- 
takes by having a New Collegiate Dic- 
tionary handy on every desk ... including 
my own!” 


reversed?” In nearly every case where 






J the person is calling his office and it is a 
long distance call, he says, “Yes.” It he 
says “No,” the operator rings back after 
the call has been completed and _ says, 





Here's a pleasant system devised by 
professional speed-stenos. set down 


: : a “Mav I speak Mr. who jr 

in accelerating speeds on 78rpm or . 2 he i 7 tte ani SUCCESSFUL 

33!4rpm records playable right on placed a call to (let us say) Baltimore, STUDENT: 

your own home phonograph. You Maryland. | Vhe n, to him) The « harges 

start at your present speed ... you on that call, including tax, are $1.50. 

listen, you write, you keep  prae- And, if the occasion arises when we want “The New Collegiate helps me get good 

ticing. going from 60 to 80 to 100 to make an exception to the rule, the op- grades in a and other —— too. 
‘ : . *.f : hae $s compactness an a i 

to 120 wpm before you realize it! erator can be informed of this in ad- “ : yr ten 


XA . make it easy to carry.’ 
Why? Planned repetition practice. It 


tae c vance so that there would be no call 
smooths out your writing technique, 


rt br : a back. The companies who have put this 
pect tg oR ge yee a wa policy into practice say that none of their 
= Ca DICTATION DISCS same’ customers ever take offense—in fact, some 
@ Manufactured by R.C.A. Victor on « them like the practice so well that they 
pure unbreakable vinylite for high have installed the procedure in their own 
fidelity and permanency. oltices. 


THOUGHTFUL 
PARENT: 


@ Each of the long play records con- 





“We find the New Collegiate invaluable in 


tains 15 minutes of specially selected lresste: Doctor Rosenberg, here is a training our youngsters. When they look 

St aetlnes ‘ question for you from a reader in Con- up words themselves they remember the 

dietation, j le. meanings, and this helps to build their 
necticut: “Although I am a_ secretary, vocabularies. 


To the question Lam sending is more per- 

USE COUPON TODAY s/ sonal than secretarial! but I hope Doctor 

DICTATION DISC CO.. BOX 637 Rosenberg will consider answering it for | Ne doubt about it, Webster's New Collegiate 
7 


me. Just recently, while shopping on my | Dictionary helps you build word power .,. 
Church St. Sta., New York 7, N.Y. 7 ‘ ppm : = 


lunch hour, I went through a very em- and word power helps you to success in your 
12” Standard 78 rpm—$2.50 each barrassing ordeal. I purchased a pair of chosen field. 
(°) Now 1 60 & 70 wam gloves at a counter at which handbags | With the New Collegiate you have at your 
( ) No. 2) 70 & 80 wam were also being sold. The handbags were commas clear cee Ot rr ne ie 
( ) No. 3 80 & 90 wam piled in front of me as I paid for my Prams ‘ Sr eae be of a 
( ) No. 4 90 & 100 wam gloves. Since it was getting very late, I — and general information of ¢ 
( ) No. 5 100 & 110 wam picked up my package in a hurry, grabbed ns : 
( ) No. 6 100 & 110 wam é , j _,| Ne doubt about it, only when you own a 
my handbag, and, holding my change as 
( ) No. 7 110 & 120 wam "Sieg Feat ts h ie S Merriam-Webster* dictionary can you always 
( ) No. 8 120 & 130 wam ae # her ze sey _ store. be sure you're right. Only Merriam-Webster 
( ) Complete set $18.00 ; When I reachec the door, the manager) dictionaries are based on W ebster’s New 
of the store was behind me and accused | International Dictionary. Second Edition ee 
12” Long Play 33'%—$5.00 each me of stealing a handbag. Much to my | “the Supreme Authority” throughout the Eng- 
( ») No. | 60 to 90 wam surprise, | tound that, in my rush, I had | lish-speaking world. Ask for Webster's New 
( » No. 2) 70 to 100 wam picked up one of the handbags on| Collegiate Dictionary at ’ 
( ) No. 3 90 to 120 wam the counter instead of my own. Though book, department, or sta- 
af No. 100 to 130 wam I tried to explain, the manager called tionery stores. 
( ) Complete set $18.00 jer tatte es a: 
“igici< pea og the corner policeman and ordered me 
( ) Entire series $33.50 


put under arrest. When everyone finally 












> . 2¢ 125,000 entries, 1,196 pages. 
{ ) ; EB-( sxe 3-Speed ici quieted down, my own handbag was dis- | Unindexed $5, indexed $6. 
HST eRe Seen ens 29.50 covered back on the counter with all of | De xe bindings to $12.50 
SPEEDS 140 to 250 WPM my personal effects in it, and all charges 
on request. against Ine Were dropped. pipe Fine 
“Although the manager made profuse MERRIAM.WEBSTER! 
er ore oe eee er cr eee apologies, I was still very much embar- > 
rassed and upset as well as being late for . 
ADDRESS... 66 ee eee eee e eee eee eens work. A few people have told me that I a Mevuam-Websler 
— should sue this store. Can I do this?” goog 
DE SAN Ree een shed odes hbk eRe OSD ; SS penal oats . ingfield 2, Mass. 
ROSENBERG: Yes, Tessie. The manager G. & C. MERRIAM CO., Springfie 


*Merriam-Webster dictionaries are directly de- 
scended from the original work of Noah Webster, 
America’s greatest lexicographer. They are kept 
constantly up to date by the famed permanent 
(Continued on page 5)) | Merriam-Webster editorial staff. 
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ladd 35c for postage| 
C.O.D. oraers accepted 
Absolute quality guarantee 


of this shop is guilty of the tort known | 
as false arrest. Both he and the shop | 
owner ay be sued for money damage Se 
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Here’s the dial 
that is changing 
duplicating habits 


across the country! 





(Gealelr~ 260 


with Continumatic Inking 





Simplicity ... cleanliness ... economy... 
versatility . . . never available before in 
any stencil duplicator! 


Think of it...all you do is set one dial for the 
ink density you want, set another for the 
number of copies...and your Gestetner 
completes the job—dquickly, economically. Ask 
for a demonstration, and get the surprise of 
your duplicating experience! 


Duplicating 
at its finest 
... since 1881 


Sales and Service 
from Coast to Coast 











Use this check list when you buy a duplicator 


V |s it simple to operate? Only the new Gestetner 260 
gives you continuous, automatic inking—simplicity itself! 


Vv |s it clean to operate? Only Gestetner uses paste ink— 
from a tube that clips into the machine. No pads, cans 
or brushes 


a/ A range of colors—easily changed? Only Gestetner 
offers more than a dozen attractive colors which can 
be changed quickly and easily. 


</ |s the price right? Most people are genuinely surprised 
at the Gestetner's low price—for a machine with so many 
unusual advantages. 





SEND FOR YOUR COPY OF THIS NEW, USEFUL BOOKLET 


Gestetner Duplicator Corp., Dept. 29, 
50 Mclean Ave., Yonkers 5, N. Y. 


Gentlemen: Please send me a copy of your new booklet °'30 Ways to 
Get the Most from Your Duplicating Equipment.’’ 


Nome 





Compony 





Address 





City, Zone, State 
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New / 


Personal touch 
through TTT”... 





Wew / 


Diamond Set 
margins... 





Meet the 


Cw Underwood 190 


sweeps all comparison aside! 








New from every angle...as smartly Try this new sensation in accurate, 

styled as the latest fashions...the smooth, easy typing...the NEW 

New J New 150 has everything you’ve ever UNDERWOOD MODEL 150... in your 

looked for in typing efficiency: own office, on your own work. Get in 

A wide choice a % “p touch today with your local Under- 
of type styles... A NEW touch that’s “Personally 


Yours” through Triple Touch Wood Representative, listed in the 
Tuning Classified Directory. 
NEW Diamond Set Margins 
NEWLY designed front scale for 





In celebration of National Sec- 


direct reading .. . instant margin retaries W eek... May 23 to 
and tab setting 29 ... Underwood greets the 
. . S s1cretaries F y. Tr) *¢ ! - 
NEW beauty in rich color combina- ecre varies of America! Con 
sen gratulations on the excellent 


work you are doing in ‘‘Speed- 
ing the World’s Business.”’ 


— 


NEWLY designed keyboard with col- 


ored feature keys 











A NEW wide choice of type styles to 
“personalize” your letters 


Underwood Corporation 
Typewriters ... Adding Machines... Accounting 


* 4 You’ll get the typing thrill of vour Machines...Carbon Paper... Ribbons... Punched 
CW , lif h th Und 7 d Card Equipment... Electronic Computers 
lle wnen you use e new Underwoo 


Color control ' 150 ...the writing machine that 
keyboard... = sweeps all comparison aside. 





4, 


One Park Avenue Underwood Limited 3 
New York 16,N.Y. Torontol,Canada™ <2 


soe 





Sales and Service Everywhere 


Yaderwood Typewriter Leader of the World 
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MARION NOYES 


tos by Henry Grant Compton 


She Dances 





TODAYS SECRETARY 


May, 1954 


During Her Lunch Hour 


Quite normal for Esther Jacoby, because she ts 


secretary to Arthur and Kathryn Murray! 





\ dancing lesson is Esther’s favorite way to relax. 


“You won't want to file this.” says Arthur Murray. 
though Kathryn and Esther aren't so sure. Mr. Murray 
thinks Esther keeps too many files. His method of fore 


ing her to save less was to take away a file cabinet. 













































K STHER JACOBY has tawny hair and big 


blue eyes—and she loves to dance! She will 
tell vou that her fairy godmother has always been 
very close to her, ready with a magic wand; but 
as you listen to her story, you know that the 
magic Esther has is enthusiasm, alertness, and 
warm friendliness. 

In college Esther majored in English prepa 
ing to teach. Her last term included practice 
teaching, and with it came the sudden realiza 
tion that she didn't have the confidence she be 
lieved a teacher should have. “Somehow, I didn't 
feel | had any right to stand up and tell others 
what to do.” Fortunately, the courses she had 
taken gave her exactly what she needed when her 
big chance came. 

Esther, who is happily married, had been doing 
Government work in and away from New York 
while her husband was in the Army. On his dis- 
charge, they returned to New York; and Esther 
decided to find a new job. Relying on a course 
she had taken while training to teach, she an 
swered a newspaper ad for a “Grader of Aptitude 
Tests.” Logically enough, one requirement for the 
job was that she herself take the Aptitude Test, a 
combination of intelligence and personality anal 
ysis. She came out on top and got the job—at the 
Arthur Murray Studios. 

Esther nearly turned it down because, at the 
same time, she was offered another position with a 
slightly higher salary. However, she listened to het 
husband, who pointed out that the hours for the 
better-paying job were longer. And now Esther 
finds herself working regularly from ten to six 
often until seven and even eight! The Murrays 


don't think it’s wise for her to work such long 


13 











_ 
ent camenell — 








Esther reaches for some memo slips in case her 









boss might want her to jot down notes about 
his telephone conversation. To the left of 
Arthur Murray's desk can be seen the famous 





































Just when Esther is busiest. the phone is sure to ring hours, but Esther explains that the phones stop inter- 


and to ring often. From her desk, she can peer into 


rupting after six. She'd much rather stay after hours to 
Mr. Murray's office to see if he can take the call. 


help the two people to whom she is completely de- 
voted, and she usually gets her way. 

Two months after Esther had taken the job, while 
the Murrays were in California, their secretary, with 
whom Esther shared an office, became seriously ill. 
Esther, with characteristic enthusiasm and _ interest, 
had admiringly watched as the Murrays’ secretary 
worked, helping her whenever she could. When the 
emergency came, Esther had learned enough to pinch- 
hit. She kept things going so smoothly that, when the 
Murrays got back many weeks later and it became ap- 
parent that their former secretary couldn't return, 
Esther got the job. Fairy godmother? No, she was 
ready when her chance came. 

On Esther's way to work, she passes under a green 
sidewalk canopy marked, “Arthur Murray,” and enters 
a building whose halls echo with muted strains of a 
waltz, a rumba, or a foxtrot. Through a reception room, 
strikingly decorated in modern design, past studios 
whose combination of white against tropical colors is 
reflected in a completely mirrored wall, she goes on to 
her office, ready for another exciting and busy day. 

Her biggest thrill came just a few months ago. 
Esther will never forget it. “I’m sure no other girl in 
the whole world, no other secretary, has ever received 

the kind of Christmas present that I was given this 
Not every secretary has a TV set right in her office. year by my bosses!” she confided with a sparkle in 
When Esther works late on Monday evenings. she can 


just turn on the set to watch the Murrays’ show. Her 
bosses also make sure Esther can see the show when 


her eyes. 

They asked her several times whether she didnt 
she’s home—they once gave her a TV set as a Christ- want her present early this year. Little realizing how 
mas gift! eager they were to bring out her gift, Esther replied 
emphatically no, that she liked to wait unti] Christmas 
for her gifts. Finally the day before Christmas arrived 
and, although Mr. Murray wasn’t in the office, Mrs. 
Murray could wait no longer. She brought out a huge 
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gold cookie box. which always contains a sup- 
ply of Mrs. Murray's homemade cookies. These 


are offered to staff and visitors alike. for 


Mr. Murray is a firm believer in good eating. 


box, tied with green tulle and red roses, and deposited 
it on Esther’s desk. “Please, open it now.” she insisted. 

Suddenly Esther felt she couldn’t wait either. But, 
as she started to unw rap it, the phone rang for Mrs. 
Murray. “No—don't! Wait for me!” Kathryn Murray 
cried, and surprised her caller by saying she couldn't 
possibly talk then because her secretary was opening 
a Christmas gift, Esther pulled off the tissue. took off 
the cover, and found—a mink stole! Fortunately, Mr. 
Murray arrived just in time to share Esther's excite- 
ment. One of her friends told her later, “You turned 
white, even your lipstick.” 

Mr. and Mrs. Murray thank Esther more than once 
a vear, though. They are alike in their praise for a job 
well done. When Esther types a helpful suggestion 
concerning business at hand or a method for taking 
care of it, back it comes from Arthur Murray, who has 
written across the top, “Excellent idea”—or from Kath 
ryn Murray with, “Esther—that’s my smart gal!” 

Her two bosses are alike also in being quick to apolo- 
gize when they think they may have been abrupt or 
thoughtless. Esther and the others may not even have 
noticed a hurried answer; but later out comes the boss, 
“Lhope I didn’t hurt your feelings when I gave you that 
curt ‘not now.’ I was working something out and didnt 
want to lose my train of thought.” 

Mr. Murray is somewhat shy and quiet; his wife is 
Vivacious and sparkling. Sometimes a friend will ask 
Esther whether it isn’t Mrs. Murray who is the driving 
torce of the team. “Not at all,” she replies, “Mr. Murray 
is the one who has the ideas. Mrs. Murray follows 
through. She has a gift for organization and attention 
to detail. If an idea is good, it can be worked out; 
and Kathryn Murray loves doing it.” 

Although another girl (Charlotte Wasserman ) han- 
dles all the Murrays’ television work, Esther must often 
carry a brief case full of papers to the NBC Studios in 





Although Kathryn Murray and Esther are checking 
some publicity photos at this moment. such a procedure 
invariably reminds Mrs. Murray of the brand-new pic 


tures of her grand hildren that she must show Esther. 


Radio City, hoping to find a break in their rehearsals 
when she can consult them. She enjoys being able to 
watch part of the rehearsals, and wouldn't miss the 
actual telecasts. She’s glad theyre now on Monday 
evenings, instead of on Sundays as thev used to be. 
If she went away for the week end, she worried all the 
wav back lest she wouldn’t get home or to another set 
in time to see the show. 

“Mrs. Murray sometimes kids me about the changes 
the job has made in me,” said Esther, “She's right, too. 
When I first went to work for them, I was much shyer, 
quieter, and, well, a little dowdy . . . yes, honestly!” 
Esther will say that she hopes a little of Kathryn Mur 
rav’s glamour has rubbed off on her. She knows she is 
more careful now to keep the seams of her stockings 
straight. to choose her clothes more thoughtfully, and 
to watch her posture. “After all, | think you can’t help 
imitating those vou admire greatly, and most especially 
when you often actually represent them to visitors to 
the office.” She learned from Mr. Murray how to over- 
come her former shyness. He taught her how you for- 
get yourself when you concentrate on putting the other 
person at ease. 

Arthur Murray believes that it is possible to over- 
come evil with good, to avoid unkindness, and to treat 
people the way one would like to be treated. He firmly 
believes that the greatest unhappiness in the world is 
caused by loneliness. Perhaps this is one reason why 
he is so enthusiastic about television, why he has given 
away over eight hundred TV sets to hospitals, or- 
phanages, and other institutions, 

Arthur Murray likes to be sure that people are com 
fortable, often himself climbing up to fix the air- 
conditioning vents in the offices or to adjust the fluo- 
rescent lighting, and always making sure everyone 
eats enough! Mrs. Murray is an excellent cook, and 


Mr. Murray usually has a box of (Continued on page 53) 
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BY JOAN NELSON 








Add Color to Your Office— 


What one secretary did to her boss's office— 


Here was an office businesslike but bleak. and a smart secretary added a few soft touches 

to make the whole room take on color and interest. First, this beauty-conscious 

voung lady wheedled flowery new drapes out of the spring budget (and she wisely chose 

a pattern that was gay but not too feminine ). Next, she added a colorful wall map, 

placed a container of green plants on the small table in the rear. another on the 

far side of the desk, adjusted the blinds to eliminate glare, and topped it all off with 

a beautiful arrangement of tulips and heather for the corner of her boss’s desk. Not 

many changes, actually, but the warmth and color brought about by these few additions 


is readily apparent in the following illustrations—even in black and white. 
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It takes so little 
to change blea kness 


to beauty 


PT) OES YOUR OFFICE suddenly seem colorless 
) and drab now that the clean, new breezes of 
spring are dancing in the sunshine just outside your 
window? If so, it’s time for a change—time to freshen 
things up a bit and to bring that soft look of spring 
from outside your window to inside your office. 

Begin by eliminating the unnecessary. By “the un- 
necessary” we mean all those things that have been 
unused for the last few months and, up to now, have 
done nothing but gather dust and disdain. 

When this is done, you can begin to add things. 
And this is the best part of all, for dear to a woman’s 
heart is an opportunity to try her hand at decorating. 
Take, for instance, your boss’s office. Would new book 
ends help to keep his work-a-day volumes in better 
order? Does he need a new, larger, more interesting 
looking ash tray? How about a pottery pencil holder 
in masculine gray blue to eliminate the scatter of pen- 
cils on the top of his desk? And what office wouldnt 
seem more pleasant with fresh new draperies or 
blinds? 

About the easiest way to bring spring into your 
office is through the skillful use and placement of 
gay flowers and green plants. Tall stems of forsythia, 
magnolia, or dogwood blossoms will add brightness 
and color to any surroundings; just provide them with 
plenty of water and a roomy container, And what 
could be prettier for the woman boss’s office than a 
nosegay of violets in a small glass bowl? Crisp daffo- 
dils and graceful tulips are also excellent for the office 
—whether your boss is male or female. With any 
flower arrangement, it’s best to keep your vases busi- 
nesslike—simple in line, yet important enough to con- 
tribute something to the total effect. 

And don’t overlook some of the interesting plants 
that will brighten up your office. When you make your 
selection, choose for durability as well as appearance. 
Water your plants according to the florist’s instruc- 
tions and keep the foliage clean by dusting it fre- 
quently with a dry cloth or soft brush. Occasionally go 
over the leaves with a damp cloth or one of the foli- 
age brighteners sold by florists. 





What you can try 


in your own office _ 


To brighten a corner, try bowls of philodendron 
that can tumble over the edges of a cabinet or 
table, perhaps with a display of large cut-leaf 
philodendron to dominate the upper area. 





To beautify a bookcase, try an arrangement of 
heavy magnolia leaves contrasted with fragile 
green ferns. This is good at any time of year, 
and not too fussy for a man’s taste. 





For a corner of your desk, try a smart brass 
container planted with tall, grasslike dracaena, 
mottled peperomia, and heart-shaped philoden 
dron. Light from the lamp supplements natural 
light. which is often inadequate. Move plants 


to window for the week end. 
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Back home in the New York oftice. Doctor Laubach stops 
at June’s desk to read her a letter that has been re- 
ceived from one of their many good friends in India. 


BY BEATA MUELLER 


Want to be 
a Secretary 
in 


DIA? 





i 








\lthough June was kept very busy during her 


stay in India, she managed to find time for a 
bit of sightseeing—-including the Taj Mahal. 


TS NOT every secretary whose job takes her to 

places like the beautiful Taj Mahal and the lofty 
Himalayan mountains. But one girl who got just this 
kind of assignment—and loved it—is June Dohse, a 
young Ohioan, who went to India for five months as 
secretary to Frank Laubach, known the world over as 
a literary expert. Doctor Laubach is a missionary edu- 
cator, whose teaching methods have helped millions 
of the world’s people learn to read. He has taught 
nearly 240 languages—some of them never written 
down before. Doctor Laubach was invited to India 
to help in a mammoth program of taking literacy, 
health, and better farming methods to the people of 
India’s 500,000 rural villages. 

For the last three years June has worked in the 
New York offices of the group that sponsors Doctor 
Laubach’s work—the Committee on World Literacy 
and Christian Literature, which is part of the National 
Council of the Churches of Christ in the U.S.A. The 


June Dohse did—but when she went to work 


for the National Council of Churches, 
she never dreamed she'd be able 


to accompany a misstonary team to India 


nation’s largest religious organization, the National 
Council of Churches is a co-operative agency through 
which thirty Protestant and Eastern Orthodox denom- 
inations with some 35,000,000 members carry out a 
multitude of religious and welfare projects here and 
overseas. 

Part of June’s job in New York is editing Doctor 
Laubach’s reports from abroad, which are published 
in the literacy committee’s newsletter. Because she 
was already familiar with the details of Doctor Lau- 
bach’s work overseas, June was a natural choice to be 
sent to assist him in India. 

In a matter of weeks the decision was made, the 
plane tickets bought, and June’s wardrobe assembled 
—summer clothes, for India’s tropical climate, mostly 
in nylon and orlon for easy care and laundering. The 
biggest problem was the long series of inoculations— 
against smallpox, yellow fever, cholera, typhoid, para- 
typhoid, tetanus, and diphtheria. Because of the lim- 
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\ literacy class in progress. Doctor 


Laubach devises pictures to make it 


easy to learn the various. letters. on the literacy 


ited time June had to take her final shots when she 
arrived in Delhi to join Doctor Laubach. 

Doctor Laubach, who has been a literacy expert for 
nearly a quarter of a century, was a key man in the 
Indian government's improvement program. Although 
the undertaking was sponsored by the Indian govern- 
ment, considerable American help was obtained from 
both the Ford Foundation and the Technical Co-oper- 
ation Administration, the Government agency that 
carries out the U.S. Point IV Program. 


DocroR LAUBACHS JOB was to help prepare reading 
charts and lessons in a dozen Indian languages—Hindi 
the official language, and eleven others with chiming 
names like Tamil, Oriva, Malayalam, and Bengali. In 
addition, his team of artists. writers, and linguists was 
working with Indian officials and students to prepare 
books for the newly literate—stories with vocabularies 
of only 500 to 1000 words and that were filled with in- 
formation on practical problems like how to raise 
better chickens. why drinking water should be boiled 
and how to protect babies from flies that bring disease 

Doctor Laubach works at a tremendous pace, a hard 
man for any secretary to keep up with. In India, June's 
job as his secretary consisted primarily of helping him 
handle the mountain of correspondence that he re- 
ceived from U.S. and Indian government officials and 
literacy workers all over India. She would prepare a 
brief account of the contents of the most important of 
stacks of letters, take his dictation on some, and answet 
others herself. In addition, June found she was also 
secretary to the entire literacy project—working with 
artist Phil Gray on letters to Indian printers about the 


production of literacy charts in a dozen regional lan- 


guages, with linguistics expert Dick Cortwright on the 


detailed monthly report for Point IV; with Mrs 
Welthy Fisher, administrator of a school to train liter- 
acy workers and writers. And, for novelist Margaret 


Lee Runbeck. the school’s teacher of writing tech- 


June. in an Indian sari, poses with 
one of the star teachers who carried 


work in Allahabad 





niques, June cut stencils of stories written by Indian 
students who were learning to give technical informa 
tion in interesting story form. 

Busy as she was, June still found time for things 
outside her job—time to discover Indian ice cream 
(“the best in the world.” she reports, made of buffalo 
cream and tasting of exotic flavors like mango and 
rose water); time to see India’s famous places, the 
Taj Mahal by moonlight, the Himalayan peaks at sun- 
rise from the resort colony of Darjeeling in the foot- 
hills. And, because June likes people, she took time 
before she left to find a new job for the literacy team’s 
cook, Ivan McBrady 

McBrady, a Khasi tribesman from Assam, got his 
name from Welsh missionaries. He could speak and 
read English. Khasi. and Urdu. and was willing to 
cook from an English cookbook. “It wasn’t hard find 
ing him a job.” June says. “He was a wonderful cook 
and Christian cooks are in demand because they don't 
have religious dietary laws like the Moslems, who 
wont touch pork, or the Hindus, who are vegetarians. 
The last thing she did before she left India was to buy 
an English cookbook and send it to McBradys new 
employer. She sent it by diplomatic pouch from Delhi 
to Nepal, along with “all kinds of important Govern- 


ment documents,” she adds with a grin. 


Wir THE LITERACY TEAM, June went from Delhi, seat 
of the new Indian government, to Calcutta, where 
local literacy leaders were working on lessons Ih the 
Bengali language, Next stop was Assam, where the 
team began lessons in Assamese and in Kabuli, one of 
the languages of the wild tribesmen of the Naga Hills 
But most of the time was spent in Allahabad and in 
the isolated kingdom of Nepal, where American Point 
IV officials are among the few foreigners who have 
been made welcome. 

In Allahabad, while June typed in a hot little room 


in the back ot the staff bungalow (Continued on page 47) 
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Air-mail to the States was so costly 
(two days wages in India) that only 
June was entrusted to mail letters. 








BY MARIE M. 


STEWART 


How to handle the 


problem dictator 


OES YOUR BOSS get the urge to dictate just as 
D you are thinking of closing up shop for the day: 
Does he like to put the finishing touch on a hard day's 
work by running you ragged the last half hour? If so, 
your problem is serious and cannot be brushed oft 
lightly; but it is not unusual. Many dictators get up 
steam only in the half hour before the office exodus 
begins and don't seem to care whether or not you 
miss your bus, are late for dinner, or are tardy for your 
date. 

Haven't you often wondered why some dictators are 
such notorious “stretch runners’? Could it be that a 
mental review of the events of the day shows them 
that just a little more needs to be done to put the 
polish on a certain job? Possibly your boss is trv- 
ing to get a start on the work for the following dav. 
And maybe, too, he wants to be sure that you put in 
your full time. At any rate, he surely doesn’t realize 
that your notes are going to be fifteen or sixteen hours 
old before you are able to get around to transcribing 
them. 

Knowing that you are not alone in your misery may 
lift your morale a little, but it doesn’t provide a solution 
to your problem. Let’s see what you can do to conquer 
that jittery feeling you get toward the end of each 
working day. 

One idea would be to start putting your house in 
order. Are you all set for that closing-time dictation? 
Have you pushed right along all day, knowing that 
your mental attitude with regard to late dictation will 
be much better if all your other work has been cleared 





is 

vour boss 
a 
last-minute 


dictator? 


up? Here is one time when it would be better for you 
to be ready and not have to go than to have to go and 
not be ready. 

Now brace yourself! Despite all this talk about “cold” 
notes, there is really no such thing. The only notés that 
are ever cold are those that are poorly written. So all 
vou have to do is to write good notes, and you will 
have no problem. How can you ensure the writing of 
good notes all the time? Well— 

Make it a habit to use a pen for the taking of all 
shorthand notes. The fact of the matter is that pen- 
written notes are muchmore legible than pencil notes, 
and there is less risk of their blurring. Pen-written 
shorthand stays sharp and clear forever. And because 
of your special problem, it would seem best for you 
to use a pen that has a point especially designed for 
shorthand writing. 

The rest of the solution to your problem lies in your 
writing accurate notes. You must write the kind of 
shorthand that any writer can read. If you cannot do 
this at present, some study is indicated. And you 
thought graduation meant the end of studying and 
doing homework! 

Do you know why we have so many “punks” in the 
world today? The reason is that so few people are will- 
ing to put in the work that is necessary to raise them 
above the average. If a surge of ambition should stir 
vou to the point of action, here are some things a bright 
secretary can do: 

Read pages and pages of good shorthand. Copy 
pages and pages of good shorthand notes. And pay a 
great deal of attention to stroke and circle proportion. 
Be your own taskmaster and insist that you put in some 
conscientious practice every day. 

This is the way to keep shorthand notes ever warm 
and to keep yourself cool when taking that last-minute 
dictation. 
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BETTER SECRETARI 
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TFVHE LAST WEEK of this month, May 23 to May 

| 29, is—as proclaimed in the official poster pictured 
above—National Secretaries’ Week. And the Wednes- 
day of that week is Secretary's Day. There will be bou- 
quets tossed to you by the press, the radio, and tele- 
vision; and many bosses will pause to mention how 
much they appreciate the job their secretaries are 
doing. Accept with humble gratitude all the nice 
things that come your way, and go about your work 
with the quiet poise befitting one of the most hon- 
ored women in today’s business world. 

As a secretary, you are a pretty big cog in the 
successful operation of your organization, Who's the 
first person to take action when that boss of yours 
makes a decision that affects the running of the 
Whole firm? You. You're the No. 1 cog. 

\nd that’s what makes your job such fun. There’s 
a certain pleasure in knowing how vital you are—that 
your own brainpower has organized things so efficient- 
ly that the important letter can always be found at 
the important moment, that the boss always has at 
hand all the material he needs, that his trips are 


planned accurately, his correspondence carefully dis- 


patched, and that visitors. associates. customers are 


treated so graciously they are favorably impressed. 


ational Secretaries’ Weak 


iA paw: MAY 23 to 29 
‘Secretary's Day-May 26 


FIRST LADY OF 


AMERICAN BUSINESS 





ES MEAN BETTER BUSINESS 


You, as a secretary, are a pretty important girl— 
and you're also a very lucky one. A secretary's job is 
often quite exciting. She can share the limelight with 
her boss: as he increases in importance SO does she. 
She’s in on all the thrills of big business and big 
talent—an opportunity that (let’s face it) she might 
otherwise never be afforded if it depended on her 
own ability or talent. Her work trains her to move 
into managerial positions in the company. Her job 
can take her to interesting and exciting places she 
could ordinarily do no more than dream about. And 
now, through the National Secretaries’ Association 
and its Certified Professional Secretaries (CPS) rating 
program, skilled secretaries are attaining a_profes- 
sional status that brings the respect that the title 
deserves. 

Today there are 1,650,000 typists and secretaries 
employed in the United States, but a shortage of 
skilled secretaries still exists. Your field is becoming 
more rewarding and is gaining in professional stature 
through such efforts as National Secretaries’ Week. 
Do what you can to make it a success in your com- 
munity and to uphold your profession at a time when 
all eyes will be on you and your sister-secretaries all 


over the country. 
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When you are boss—here’s how to 








Start a Traming Program 


N-SERVICE TRAINING is be- 

coming more and more popular 
these days. At least my mail would 
tell me so, for never does a day 
pass without my receiving at least 
one letter that begins something 
like this: “My company has asked 
me to start a training program in 
typevriting, shorthand, and _tran- 
scription for some of our new ste- 
nographers. I don’t know where to 
begin. Can you help me?” 


THESE LETTERS usually come from 
supervisors who are new in the 
field or from secretaries who are 
about to assume training responsi- 
bilities. My first piece of advice, 
therefore, is always, “Don’t jump 
into an assignment such as_ this 
without having some idea of where 
you are going.” 

Because one always begins a new 
task by taking a good look around, 
check to see what other firms are 
doing about in-service training. 
Most firms are gracious about shar- 
ing experiences of this nature. They 
will probably invite you to observe 
their training classes and give you 
copies of the material being used. 

You can also write to universities, 
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BY MADELINE S. 


colleges, and business schools for 
whatever information they can give 
you. Perhaps you can arrange for a 
conference with a teacher in a 
nearby night school. Teachers of 
personnel relations often act as con- 
sultants to business in matters such 
as this. 

If the group you have been di- 
rected to train is a large one, you 
may want to appoint a committee 
of helpers. The committee should 
be composed of one or two local 
teachers and one or two members 
of your organization. This is a good 
way, too, of acquainting local teach- 
ers with your office situation; for, 
most likely, they will also be glad 
to serve as a source of recruits 
when you are in need of additional 
personnel. Teachers are always in- 
terested in working with business 
in every way possible. 

After you have a picture of what 
others are doing, decide whether 
you are going to develop a full- 
or a part-time training program. 
Your immediate superior will no 
doubt inform you of the needs your 
program should be designed to 
meet, and your schedule will be 
governed by this information. For 
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example, if you are planning to in- 
crease the skill of employees who 
currently type at about 30 or 40 
wam and take dictation at only 60 
or 70 wam, you might meet them 
for only a few hours each day for 
four or five weeks or until such 
time as the speeds your firm con- 
siders to be satisfactory are ac- 
quired. 

After the “length and breadth’ 
of your training program have been 
decided on, you should begin to 
concentrate on equipment. You are 
going to need good desks and pos- 
ture chairs, typewriters in excel- 
lent condition, a separate room in 
which to conduct your training, 
good light, plenty of blackboard 
space, and (if possible) audio-vis- 
ual equipment such as a record 
player, slide projector, movie pro- 
jector, etc. 


SPACE DOES NOT PERMIT me to go il- 
to a specific program at this time, 
but the following factors are vital 
to successful training: 

1. It should be short. 

2. It should be adequately pub- 
licized and thoroughly explained. 


(Continued on page 49) 
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Can be Teasers 


BY E. LILLIAN HUTCHINSON 


FIND THE BONERS 


How many transcription boners can you discover 
in these sentences? 


1. The residence in these two arrears will protest 
the tax levy. 


It maybe to late to reach him today. 


Alright, wire him in the morning. 


mm GC to 


_ 


train. 
9. Accessories to match your spring custom! 
6. I plan to have this dress died. 
7. She guest the charge would be $1.50. 
8. Their planning to expand the business. 
9. The orders are altogether in the folder. 


10. Depositors find their balance to below atter 
March 15. 


Please reserve a lower birth on the eight o’clock 





HOW IS “SEED” SPELLED? 


In the blank spaces below, insert the correctly 
spelled syllable pronounced “seed.” 


] SUC 

2. pre 

> C\ 

j re 

>. super 
6 si 

7. inter 
S. pro 
YQ. se 


10. (to assign ) 


MAKE A CONTRACTION 


If you wished to contract the following words 


and phrases, what forms would you use? 


l. national 
2. we are 

3. I shall 

1. I will 

5. they have 


6. continued 
7. does not 
8. it is 

9. Broadway 


10. department 





TO HYPHENATE OR NOT? 


Choose the item that answers each of the follow- 
ing questions correctly. 


l. Which one of the following compound nouns should 
be hyphenated: (a) half dollar, (b) vice president, 


c) hard wood, (d) real estate? 


2. Which one of the following compound nouns should 
not be hyphenated: (a) per-cent, (b) trade-mark, 


(c) son-in-law, (d) cure-all? 


3. Which one of the following expressions should not 
contain hyphens: (a) an up-to-date chart, (b) New- 


York theaters, (c) large-sized coats, (d) six-year cycle? 


4. Which one of these words containing prefixes should 
not be hyphenate d: (a) ex-chairman, (b) co-operate, 


(c) re-enter, (d) re-invest? 





A GEOGRAPHY QUIZ 


Choose the item that answers each of the follow 
ing questions correctly. 


1. Which of these is the capital of Illinois: (a) Chicago, 
b) Evanston, (c) Rockford, (d) Springfield? 


2. Which one of the following state names should not 
be abbreviated: (a) Texas, (b) Ohio, (c) Oregon 


(d) Nevada? 


(oe) 


Which one of the following cities is followed by an 
incorrect state or province: (a) Memphis, Mississippi 
(b) San Francisco, California; (c) Toronto, Ontario: 


(d) Seattle, Washington? 


4. Which one of these names is misspelled (a) Cleve 
land, (b) Cincinnati, (c) Hawaii, (d) Sidney (Aus- 


tralia 


(Key to teasers on page 50) 
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PING PAPER 
WITH 
ASH-APPEAL 


All it needs is a pencil eraser 


BY ANN MERENESS 


ODAY, your typing paper may not be the simple 
feos sheet it appears to be on the surface. In fact, 
the surface itself will make the difference. But let us 
tell you the whole story. We can promise a happy end- 
ing and maybe a few surprises. And best of all, the 
story is true! 

Smear-proof erasing is one of the biggest problems 
you must face as a typist. A perfectly typed letter, then 
one smudged erasure—hardly the perfect letter any 
more! 

Realizing your problem, several paper companies 
have come to your aid by manufacturing a new type 
of bond paper that won't show erasures. The American 
Writing Paper Corporation produces Eagle-A Type- 
Erase; Eaton Paper Corporation has their Corrasable 
Bond; Millers Falls calls theirs Ezerase; while the Sax- 
on Paper Corporation uses the name Sphinx Superase 
Bond to designate their special-finish easy-to-erase 
typing paper. When we asked these four companies to 
explain their product—how it could help you—these 
are the answers we received: 

The most important feature of this paper is its 
unique erasing property. An erasure can be made by 
using an ordinary soft pencil eraser, without pressure, 
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and with perfect results. Whoosh!—it's off. Yes, really 
off! And your paper has no scraped look to spotlight 
your corrections. 

The why of this amazing statement is simply this: 
The surface of the paper has been treated so that the 
ink is absorbed slowly and, if erased without much de- 
lay, can be removed without damage to the fibers, 
There's not a trace of injury to the paper. Moreover, 
this easy-to-erase sheet is of high quality, embodying 
assets of the finest bond. As does any good bond, it 
takes perfectly to colored ribbon, with equally good 
typing and erasing results. And, it you're working with 
an electric typewriter, this paper is as right for you as 
for your sister-secretary who uses a manual machine. 

This paper can also be used for carbon copies, as all 
makes of easy-to-erase paper come in various weights 
from the light onion skin to the 20-pound heavier qual- 
ity. Copies will retain the magical erasing qualities of 
the original. They ll be sharp and clear, too, and will 
not smudge. 

The new paper will take pen-and-ink writing. How- 
ever, its easy-to-erase quality has been developed for 
typewriting alone and does not apply to writing-ink 
impressions. 

Any typing paper used extensively in business must 
be adaptable to other methods of impression also, In 
answer to our question concerning printing results, we 
were assured this special paper will make satisfactory 
letterheads and business forms. Your printer is the man 
to see about certain precautions to be observed in the 
printing process. 


Now WE KNEW what the paper was and what it could 
do. But womanlike, we had a few other questions we 
wanted settled. So we asked about a topic dear to our 
heart—economy—and found that the easy-to-erase pa- 
per corresponds in price to that of a good bond paper. 
And as far as the erasing qualities are concerned, un- 
used sheets will keep “fresh” indefinitely. 

We asked further: If erasures are so easy to make on 
this paper, can prices, figures, dates be changed with- 
out detection? We were told it was true that tampering 
with typed material is possible, just as on any bond. 
But we were also reassured by a further statement. 
Speaking of what they called “progressive indelibility, 
the manufacturers said that the longer the ink remains 
on the paper, the more difficult it is to remove without 
damaging the fibers. After the ink has penetrated the 
surface, the typing is permanently fixed. Thus it is that 
this easy-to-erase paper has met no objection from 
legal circles. Where speed comes first, court reporters 
have found this special-finish bond very worth while. 


SPEED IS CERTAINLY STEPPED UP When you use this neW 
paper. Erasures are not only invisible, but they can be 
made much more easily. None of us can be perfect 
typists all of the time. It’s comforting to know that 
with easy-to-erase paper if we do slip occasionally, its 
no tragedy. Just a quick whisk of an eraser, and 10 
body knows the difference! 
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IT’S SPRING— 


The Time for 


Dreams Come True 





BY RUTH BRUNER 





Illustrated by ERNIE BARTH 


| REAMS of interesting places, new friends, and ex- 

citing careers come easily these lovely spring 
davs. We seem to want to brighten up our lives to 
keep pace with the new beauty outdoors. 

Betty felt that way, too. As she reluctantly entered 
the door of her office building. she took a deep breath 
of the fragrant spring air. The bright pink and red 
tulips in the flower stand and the perky straw hats in 
the shop windows made her feel dowdy and out of 
sorts. She was no longer eager to go to her office; for 
months her job had seemed only dull routine, “Why 
don't | do something about it?” she wondered peev- 
ishly 

But Betty won't (she has been on the same job for 
four years without a promotion ), she'll just buy a new 
spring bonnet and plug along in the same old rut. I 
she were a wiser girl, she would capitalize on her de- 
sire tor a change by setting into motion plans for a 


richer life and a more satistving career. 


What has happened to your enthusiastic plans of 
last year? Where are your career dreams that once 
held such bright promise? The chances are that you 
truly meant to do something about them, but circum- 
stances always kept you from enrolling in that night 
class or taking that correspondence course. Now be 
honest. Do these circumstances really prevent you? 
Isn't there something you can do to get around these 
obstacles? Or is mediocrity just an easier way? 

Spring is a vitalizing season, a suitable time to dust 


off your dreams and make them come to life. 


\MIARGU DID. Although she had long dreamed of be- 
coming a nurse, she had only enough money to go toa 
business school. After graduation, the school found 
her a job in an auditor's office, which unfortunately 
turned out to be a rather dull spot with little chance of 
promotion. One bright May morning when columns of 
figures seemed even duller than usual, Margie was 
asked to deliver an audit to a hospital, where she no- 
ticed that surgeons, too, needed stenographers. The 
result: Margie is now a surgical secretary, at twice her 
former salary. What is more important, she is com- 
pletely happy in her work. 

But this didn't happen overnight. Margie read wide- 
ly in medical books and mastered hundreds of medical 


shorthand terms betore she achieved her goal. 


THEN THERE WAS ELSIE, a timid soul, who worked in 
our Purchasing Department. Jobs opened up and were 
filled; but poor Elsie was like the bridesmaid who was 
never a bride! She was never promoted, Finally, our 
personnel manager told her she needed to overcome 
her shyness. Instead of moaning over her situation 
Elsie joined a young people's group at her church, en- 
rolled in a YWCA speech class, and volunteered for 
duty in the company’s Greeter’s Club. By the time an 
other vacancy occurred, Elsie had gained enough self 
confidence to ask for it. She got the job! But not until 


she had followed her own plan of decisive action, 


ONE OF THE MOST SUCCESSFUL court reporters in oul 
town started her career as a courthouse elevator oper- 


ator. She took shorthand at night and soon was given 
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a stenographic job, an advancement that would have 
satisfied many girls. Instead, she kept on with night 
classes and spent most of her spare time refining her 
shorthand skill. Today, when she drives up to the 
courthouse in a Buick convertible to report a compli- 
cated tax case, she is truly a symbol of courage, de- 
termination, and accomplishment. 

How about you? Maybe you're not interested in 
changing jobs. But are you making the most of your 
present job by thinking creatively about it? For in- 
stance, perhaps you have periodic reports to fill out? 
Can these forms be improved? Have you looked with 
a fresh eve lately at your equipment, your furniture 
arrangement, your own working area? The employee 
who brings to her job originality and constructive 
thinking is the person who opens possibilities for ad- 
vancement. 

Don't overlook your employer's work. When he is 
given a job, do you bring a fertile mind to his problem 
to help him gain additional recognition? It is a truism 
that a secretary advances with the employer much 
faster than by herself. 

John Morton realized that. When his boss was given 
a material-flow survey to make, John murmured, “I 
and “Would it help to...” 


making constructive suggestions about the survey. The 


wonder if we could .. .” 


result was such an effective report that his boss was 
promoted. You guessed it. He took John with him, and 
they re still on their way up! 

What are you doing today to bring yourself closer to 
your goal? The Bettys of this world are daydreaming 
wistfully and consoling themselves with new spring 
hats. On the other hand, hundreds of young people are 
facing their future squarely, recognizing what they 
want, and staunchly moving in that direction. Are you 
among them? 


The Saga of 
Gwendolyn ’s Desk 





BY ROLAINE HOCHSTEIN 


js UPON A MAYTIME, a smart secretary by 
the name of Gwendolyn became involved with 
spring. Each morning she picked violets on her way to 
work. She saved breadcrumbs from breakfast and scat- 
tered them on her office window sills to attract the 





robins. She thought at length about a new spring dress 
(should it be pink with flowers or maybe solid daffodil 
yellow? ). In general, she felt good! 

That is, until she tried to scrunch her new Easter 
handbag into her desk drawer. Either her handbag 
was growing larger or her drawer was stuffed to ca- 
pacity. A quick examination of her desk and its con- 
tents proved the latter to be true. Gwendolyn sighed 
and thought sadly: “Everything is fresh and clean and 
springlike except my desk.” Gwendolyn was quite 
depressed. 

She thought of her mother and all the other women 
on her street, who were busily beating rugs, changing 
curtains. cleaning, and brightening their homes for 
spring. She decided that she couldn't really enjoy the 
season unless she, too, did something about her im- 
mediate surroundings—her desk. 


FORTUNATELY, the very morning that Gwendolyn came 
to this momentous decision, her boss was out of town. 
So she quickly put her violets in a glass of water, 
sprinkled her crumbs on the window sill, and_at- 
tacked her desk with determination. 

She started by exchanging her splotchy desk blotter 
for a spanking-clean new one. She washed off her desk 
top, emptied out her file basket, and straightened her 
reference books. Next she sharpened all her pointless 
pencils, separated the clips from the rubber bands, 








and took back to the stockroom a big handful of extra 
ones that wouldn’t stay where they belonged but kept 
overflowing into other parts of her drawer. She filed an 
old shorthand notebook, threw out a used-up Scotch- 
tape roll, pocketed four loose pennies and six bobby 
pins, and took the one remaining vitamin pill—last from 
the bottle her boss had once handed her along with a 
huge rush job to be typed in triplicate before a next 


day’s meeting.: Her top drawer was now in fine shape. 
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The three side drawers offered a different and much 
more sobering problem. Although the top drawer. 
which contained her supplies, required only a bit of 
arranging of letterheads and envelopes and sorting out 
of the various grades of bond and duplicating paper, 
the other drawers seemed practically hopeless. With 
some effort, Gwendolyn managed to pull the second 
drawer out of her desk. Turning it upside down, she 
emptied it and immediately proceeded to separate the 
“to be filed” from the “to be taken home” from the 
“into the wastebasket.” 


WirHoUT FEAR OF EXAGGERATING, We may say that 
Gwendolyn was amazed at the variety of articles she 
discovered. In a comparatively short time, she had 
weeded out all the drawers and had garnered the fol- 
lowing from their hidden depths 

Into the wastebasket she dropped an empty pencil 
box. ticket stubs from last month’s concert, an empty 
talcum-powder tin, a dried-up bottle of nail polish, the 
unrevised version of a revised list of most-used phone 
numbers, three memos long since taken note of, and a 
valentine she had made tor her boss and then decided 
against sending, 

Additions to her files were a carbon copy of one of 
last week's letters, the boss's Christmas-card list, and a 
copy of the February Topay’s SECRETARY. 

Back into the desk (this time in proper niches ) she 
placed a pair of plastic cuff protectors, four three-cent 
stamps, a small bottle ot cologne, her sewing kit. an 
emergency pair of nylons, and her cosmetics and 
grooming aids—now neatly grouped in a shallow box 
lined with plastic. 

Put aside to go home with Gwendolyn that evening 
were a bottle of cough syrup, a pressed corsage from a 
special date, one purse-size rubber overshoe, Stewart 
Granger's autograph, a rose-embroidered hanky she 
thought she had lost, a Paris-postmarked letter her 
boss had contributed for her stamp collection, a pair of 
shoes she had meant to have repaired a sweater used 
on chilly winter days. and a shower Cap... this last 


one she still can't figure out! 


THAT AFTERNOON HER BOSS ARRIVED, feeling wonderful 
because of spring and a successful business trip. He 
stopped short on catching sight of her overflowing 
wastebasket and her home-bound collection. He smiled 
playfully and remarked, “Doing a bit of spring-clean- 
ng I see, Gwen,” and added sadistically, “but how 
could any one girl acquire that much debris!” 
Unabashed, our Gwendolyn replied, “Yes, indeed, 
sir. It's spring-cleaning time,”—and sent him scurrying 
into his office with, “And I’m going to do your desk 
tomorrow!” 


Spruce-Up lime 
in the Office 





BY EVELYN EVANS 





SpERHAPS, if you've read the adventures of our 
| Gwendolyn and her desk cleaning, you've been in- 
spired to tackle your own desk. You've thrown out and 
put away and cleaned and polished till your desk is a 
thing of beauty to behold. And when the compliments 
come pouring in from your boss and the rest of the 
staff, perhaps you'll want to extend your efforts to your 
office surroundings. 

Here are some things you might want to check. 

Is your typewriter in top condition—or have you 
been putting off its overhauling and cleaning? If it 
doesn't need any professional work, youll want to 
brush it thoroughly, clean the type, and possibly 
change the ribbon. 

Look around for old catalogues to throw away—you 
may have grown so used to their being on top of the 
files that you no longer even see them. 

How about that reference material that may still be 
around, although the job for which it was used was 
finished a week ago? Can't it go back to its original 
place? 

Your files, too—-remember what a pleasure it was to 
file last January when the folders were new and empty? 
If thevre beginning to bulge again, you might speed 
up the filing—which can seem such a task in hot weath 
er—by breaking them down into smaller classifications 
such as BAA and BAL, instead of just BA. Or, if you 
don't mind two sets of folders for the year, you might 


mark the old ones for the six- 


(Continued on page 48) 
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Printed cottons are tops in fashion this year. 
And one of the gayest we've seen is this pretty 
Lamp! dress printed with quaint little trains, 
butterflies, and miscellaneous fruits and flow- 
ers. It's an outfit that’s perfect for any career 
girl, The dress itself is sleeveless. with a bit 
of frill on the bodice to peek: out when you 
wear the nylon sweater-jacket. Trim on the 
sweater matches the dress print. Colors: brown, 
blue, green, or red predominating on white 
ground. Sizes 10 to 18. About $17.95 at Arnold 
Constable, New York; John Shillito Co., Cin- 
cinnati; J. L. Hudson Co., Detroit. 
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\ dress to see you through the gayest of Secretary-Day 


activities and many another big date on your 
business or social calendar—is this smartly styled 
dress by Bloomfield Junior. You'll love its adorable 
“Whimsy Town” Signature print that’s done on fine, 
silky cotton. In gold. aqua. green. gray. or black. 
Sizes 7 to 15. About $17.95 at Nelle Doss. Memphis; 
Helen's, Cleveland: Lucille’s. Chicago; and 

Clara M. Clawson. in Salt Lake City. 
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Something to wear Monday, something to pack 
in your suitcase come vacation time—that's 

the theme of your pre-summer shopping. With 
this in mind, we have selected a group of 

fun fashions that can double for office wear. 
None will put too big a dent in vour budget, 


all will pav dividends in summer good looks. 


These work-or-play separates by Koret of California can 

be a versatile capsule wardrobe. Team the pert bobby jacket 
with the slim skirt or the flared skirt for work. switch 

to the camisole top for playtime. All are made of Pebbletex. 
a wonderful woven striped seersucker with easy-care virtues. 
In charcoal. chocolate. or navy with white. Sizes 10 to 

18. Jacket and flared skirt are $7.95 each: slim skirt. 

$6.95: camisole. $4.95. At John Wanamaker. New York: 
Marshall Field. Chicago; and Livingston's. San Francisco. 








Mix or match these attractive summer separates as you please. 
They ll go from office to beach to dance floor with only 

a few. quick changes. Designed by Jonathan Logan. they are 
made of wrinkle-resisting orlon pima. In tangerine. gold. 
lilac. aqua. or gray with white embroidered trim. Sizes 

9 to 15. Sun top is $5.95: shorts. $3.95: overblouse. $7.95: 
permanently pleated flared skirt. $10.95. At Best & Co. New 
York: John Wanamaker. Philadelphia: Carson Pirie Scott. 
Chicago: Dayton Co.. Minneapolis: Maeceyv's. San Francisco 





The “Skirted Shirt” is Judv Bond’s entry in the 
l-robbed-it-trom-my-brother dress field. And cute as 
can be is this version with baby-doll puffed sleeves, 
shirt-tab placket. boy collar. and a flared skirt 

that is cinched at the waist with a self belt. In fine 


cotton broadcloth in lovely shades: blue. red. charcoal, 
pink. beige. maize. mint. white, Sizes 32 to 38. 
(Amazingly low priced, $5.98. At Oppenheim Collins, 
New York: Filene’s. Boston: Carson Pirie Seott. 
Chicago: A. Harris. Dallas: Bullock's. Los Angeles. 


\ntique touring cars are printed on this cool White 

Stag sleeveless shirt that will liven up your 

skirts and play clothes this summer. Made of lightweight, 
Sanforized cotton lawn. it comes in white, yellow, gray 
Sizes 10 to 20. About $3.95 at Crystal Shop. Chicago; 
Denver Dry Goods, Denver; and Rhodes of Seattle. 
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Longer Life for Your Hosiery 


YTOCKING BILLS can eat a mighty big chunk out 
S of a working girl’s clothing budget. Along comes 
the pay day when you've planned to buy the new 
blouse, and—pffft—your last good pair of nylons goes, 
and with it the money for the new blouse. 

In order to get more wear from your hosiery, it's 
important to choose the proper weight and style for 
each occasion. You would shudder at the thought of 
wearing a filmy net formal for your busy nine-to-five 
stint. Yet, many girls buy fragile, delicate stockings 
suitable for such a dress and expect them to hold up 
during hard wear at work. It’s smart to have two types 
of hosiery in your drawer—some designated especially 
for work and play, others set aside for more gala 
occasions—and to know which types are best for 
which occasions. 


THE WEIGHT—AND STRENGTH—of your stockings de- 
pends on two factors, denier and gauge. If you're like 
most American women, you may be a bit fuzzy about 
the specific meaning of these terms. Denier refers to 
the thickness of the nylon yarn used in knitting the 
stockings. The higher the number, the heavier the 
varn, and the stronger your stockings will be. The 
lower the denier, the thinner the yarn, and the sheerer 
your stockings. For instance, 30-denier hose are made 
with nylon that is about twice as thick (and _ there- 
fore about twice as sturdy) as stockings made with 
15 denier. 

Obviously the light, fine, low-denier yarns can't 
take the same abuse as the heavier, higher deniers. 
Hosiery manufacturers advise that we choose 20- or 
30-denier weight for office wear and save the 15 and 
12 deniers for late-day and luxury wear. 

But the life expectancy of your hosiery does not 
depend on denier alone. Gauge is also an important 
factor to consider. Gauge refers to the number of 
stitches in an inch and a half of the hosiery fabric. 
It tells you the closeness or fineness of the stitches. 
Thus, when you buy stockings of a higher gauge, you 
will have more stitches and tinier stitches than in hose 
of a lower gauge. More tiny stitches mean that the 
stockings will be a bit less sheer but that they will 
also be sturdier, more snag resistant. 

If you prefer the very sheer 15 and 20 deniers for 


steady daytime wear, the secret of longevity is to 
select higher gauges—60 gauge, 15 denier and 66 
gauge, 15 denier, for instance. These should far out- 
last the 51-15’s. 

For better wear, you might also investigate the 
“non-run” and “run-resistant” stockings. They are usu- 
ally made with a mesh knit of interlocked loops in- 
stead of a plain knit. When the yarn is snagged or 
broken, a hole may develop but there won't be a run. 
This means that a tiny hole in an inconspicuous spot 
can be dabbed with colorless nail polish and forgotten, 
while in regular stockings it would mean a run for 
sure. Some of the sheer mesh stockings may be less 
elastic than the regular knit, so care should be taken 
to obtain proper fit and to avoid strain in any one 
place. 

Twist varns will also add wearing power to your 
stockings. Twist refers to the number of turns per 
inch that have been given the hosiery yarn before it is 
knit into stockings. The virtues of twist varn are 
that it is duller, and more springy or elastic—all of 
which means fewer popped stockings for you. 


AND JUST A WORD ABOUT SIZE. Many hosiery troubles 
undoubtedly arise from poor fit. Your stocking should 
always be long enough so that when it is on your foot, 
it can be pulled out about a half inch at the toe, heel, 
or instep. A stocking that is too small will often cause 
a burning sensation on the sole of the foot and fre- 
quently will wreak havoc in runs that start from 
the toe. 

But correct foot size is not the only factor to con- 
sider in obtaining good hosiery fit. Correct length 
and correct proportion are also important in obtain- 
ing comfortable fit and long wear. Breaks at the knee 
usually indicate that the stockings are too short. 
Stockings that wrinkle or wear excessively at un- 
reinforced points may be too long. If you have normal 
legs, size and length are probably all you need watch. 
But, did you know that for girls with either very 
slender or full legs there are specially proportioned 
nylons that will give them the kind of comfortable 
fit they have not been able to obtain in regular stock- 
ings? If you have either of these problems, ask about 
proportioned stockings next time. 
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Ten Tips for Better Wear 


|. Wear stockings that are suitable for the occasion. If you do a lot of filing and bending at work, 

stick to the higher deniers and higher gauges (51 gauge, 30 denier is recommended by most 
manufacturers ). For sheer beauty with more strength, try the 60-15’s and 66-15's instead of the 51-15’s. 
2. Look tor hosiery made with twist yarns. 

3. Investigate the “non-run” and “run-resistant” mesh stockings. They may pop a hole, but never a run. 


4. Make sure you purchase the correct size, length, and proportion stockings. 


5. Handle your nylons with care. Guard them from rings, rough fingernails and toenails. Before 
putting on hose, always roll stocking down to the foot, then unroll slowly as you draw it on, 


- making sure foot seam and reinforcements are adjusted correctly. 


l , . ‘ ‘ , 
6. Fasten garters with care—do back garters while standing, front 
and side garters while sitting down. Fasten garter in welt of 
‘ stocking but never on seam. 
n 
. 7. Watch what you do with your legs—how often have you snagged 
e nylons on the bottom of your desk, the leg of a chair, the edge of a 
3 wastepaper basket? Resolve to get busy with sandpaper or 
* Scotch tape to end these hosiery hazards. 
il 8. Care in washing will guard hose against snags. If frequent 
I. snagging does occur, try putting your nylons in a small nylon 
y bag or mesh bag so that they will be protected while you swish 
d them through the suds. 
e 
: 9. Keep your nylons in a safe place—perhaps in a transparent 
. 
t plastic hosiery bag or a hosiery box that will protect them from other things in your drawer. 
, : ; 
10. Always buy hosiery in three’s, so that you can wear them in rotation and can match up 
long-wearing leftovers when one in a pair goes. 
TODAY'S SECRETARY @ May, 1954 35 











Ct) GOES SHOPPING 





Peppermint Drop Jewelry. As cool and 
frosty as peppermint drops is this whiter 
than-white necklace and earring set. Th 
large domed discs make the pertect ate 
cent for your spring and summer out- 





fits. Necklace is adjustable, so that discs 
can lie smoothly against neck or lie flat 
at base of neck. Price (including tax and 
postage) is $4.50 tor the set, or $2.50 
each. Write Leeway Company, Room 
1807, 505 Fifth Avenue, New York. 


Divided Denim Skirt. After hours you'll 
live in this wonderful, well-designed cu- 
lotte. It has the becoming swing of a 
skirt, but gives you tom-boy freedom and 
comfort. Made of the very best Sanfor- 
ized denim, .it is neatly tailored and is 
fitted with a concealed zipper. Two larg: 


‘ 





pockets are closed with pearl snaps. In 
navy or faded blue; sizes 10 to 20. $5.95, 
postpaid. Order from Western Classics, 
Box 4035, Dept. TS, Tucson, Arizona. 


Mighty Mops. Let’s face it, career girls 
or not, we still can’t escape from our 
share of household chores. To brighten 
and lighten these tasks, O-Cedar Cor- 
poration has brought out two wonderful 
new mops. Giving the old-fashioned dust 
mop a streamlined slant, they've in- 
troduced the “Every-Which-Way” mop, 
which possesses a clever flexible socket 
that swivels the mop around table legs 
and into corners at a finger’s touch. The 
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mop itself is made of fluffy nylon yarn 
in pure white or pretty pastel blue, no 
le ss! and washes and dries as easily uals 
nvlon stockings. 

The other new O-Cedar work-saver 
is the Sponge Moppet, pictured here 
which is a sturdy pint-sized version of 
the popula self-squeezing sponge mop 
It comes with a short handle, plus an 
extension handle that makes it wonder- 





fully adaptable for all sorts of jobs. It 
scrubs the tub, cleans windows, fits in 
and under tight places. Extension handle 
equips it to wash kitchen cabinets, walls, 
or to give the floor a once-over. Push-pull 
squeezcr keeps your hands dry. These 
new mops sell for $3.98 each, at depart- 
ment and hardware stores 


Every Pop Has His Day! And fathers 
are difficult people to please. Ties and 
socks? He’s swamped with them on Fa- 
thers Day. Then why not consider a 
“T-in-1” Garwood Clipper Kniie, in its 
personalized pigskin case? This conven- 
ient gift of talented tools includes a nail 
cleaner and file, nail clipper, bottle open- 
er, key chain, screw driver, and knife 
blade in one handy package. All are made 





of the finest quality surgical steel. Pig- 
skin case can be specially personalized 
with two gold initials at no extra cost. 
Complete price is only $1.00 postpaid. 
Order from Zenith Gifts, Dept. TS-2, 
2674 Valentine Avenue, New York 58. 
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African Kids. These cute little wrought 


iron book ends are real personality kids 


Put them on your desk or bookshelf and 


see how much fun vou'll have with them 





We've shown them here with one little 
fellow seemingly annoyed by his _ part- 
ners loud reading, but he'll go back to 
his book if you simply turn his head. A 
delightful gift. Made of black wrought 
iron with white features. Size: 44 inches 
high. Priced at $3.95 a pair, postpaid, 
they can be ordered from Amy Abbott, 
Inc., Dept. 6, 344 West 52 Street, New 
York 19, New York. 


Dance Gypsy! Any girl will feel gypsy- 
gay wearing this sparkling bracelet, remi- 
niscent of a lively Romany tambourin 
Imported multi-colored stones swing from 
the bright gold-plated, snap-on bracelet. 





Wonderful accessory for the coming sum- 
mer months, adds excitement to any cos- 
tume. You may order yours from Ru- 
Anne’s, 4353 Lovers Lane, Dallas 25, 
Texas. $1.98 tax and postage paid. 


Fragrant Fizz. That’s exactly what 
Helena Rubinstein’s new Cologne Foam 
is. Press the button of the spray contain- 
er and out puffs a “whipped cream” that 
is delightfully soothing, delightfully fra- 
grant. Although regular-style toilet wa- 
ters often dry your skin, Cologne Foam 
incorporates lanolin oils to soften your 
skin. In addition, the fragrance of Co- 
logne Foam outlasts by hours that of 
alcohol-based toilet water. Delicately 
pink and fluffy, Cologne Foam is avail- 
able in Command Performance, Apple 
Blossom Time, Heaven Scent, and White 
Magnolia fragrances at $2.75, plus tax. 


—— | ey 








Tiny Take Along. Whether you're wav- shield cleaning cloth, screw driver, wind- 


, . . 4 / ” 
ing from the ship or shore, here's a pint- shield ice-scraper, bottle opener, pocket Your Cun 
sized creation you or a_travel-bound comb, pencil, tiny Kar-Lite flashlight, and 
friend will cherish. The purpose of this a sewing kit. Each item fits snugly in its LINEN 
miniature accordion case? To cherish your own pocket, and the kit folds together TROU Why 2 AT 
loveliest pieces of  j¢ welry, earrings, and to slip easily into the glove compartment. 
; d ; ‘ for as little as 
Made of sturdy dark blue waterproof $ 
vinyl plastic. Price: $2.95, postpaid. Or- °200 
der from Zoe Steel, 10 East 39th Street, 





New York 16. 





















Our easy club plan 
helps you acquire a 
shown here are a far cry from those you complete set of luxurious 
collect at the beach. These are produced linens, all color coordinated 


Shells Go Glamorous. The sea_ shells 





by a special variety of oyster that gives and custom monogrammed to 
them an extra thick, extra pretty coating your order! You'll choose from the 
ot Mother ot Pearl. The shells have been finest quality, top brand merchandise: 
polished until they are beautiful and Silky Smooth PEPPERELL PERCALE Bed Linen / 
rings. Six velvet-lined pockets protect gleaming and make attractive serving Soft, Warm, All Woo! NORTH STAR Blankets ~ 
your gems from loss and scratches. The dishes for baked, creamed, or au gratin Thirsty CALLAWAY Terry Bath Ensembles 
Cus CONES handsome ly done In hunter shrimp, lobster. crabme at, evgs, vege- Luxurious IMPORTED Table Linens 
green and lime, or navy and red moire tables, meats, salads, nuts, candy, ete. AND LOTS MORE. 


taffeta. $1.98, postpaid, from Merrill Ann 
Creations, 102 Warren St., New York 7 


Even stay-at-home s will find it handy 


There are no payment ‘‘deadlines’’ to 
worry about, no financing charges of 
any kind. Our tremendous purchasing 

power actually saves you money! 


Find ovt now how the 
Linen Trousseauy Club can 
help you own the linens 
you've dreamed of... 
write for our free illus- 
trated booklet, and 
news of special free 
gifts to members! 


Made for Motorists. The Kar-Kare-kit 
is a wondertul little kit vou'll want to 
look into if you're planning a trip by 


car this summer—or if you're searching 






Maison de Binge Dept. 1-5 




































































































: 405 Greenwich Ave., Greenwich, Conn.t 
t [_] Please tell me how | con stort my | 
monogrammed linen Trovsseou for 
‘ : . , as littl os $3.00 o week on the | 
Conversation pieces are exactly what club budget plon. 
they will become, for they are real deep- eg” CReate SO ce Oot woelty payment | 
river pearl shells. About five inches in Nome | 
length. Can be used for baking or freez- Address 
; , City Zone State | 
ing, tor they will not be damaged by auneEn Gan aE GED GED Ga GED GD aE aa 
either extremes of heat or cold. Price is 
tour for $1.25 or eight for $2.45, post- 
. , ; : ’ 
for a good Father's Day gift for your paid. Order trom Abbeon Supply Com- Don’t Be Sorry . Play Safe! 
n auto-loving dad. The Kar-Kare-Kit holds pany, 179-23 Jamaica Avenue, Jamaica 
7 all the essentials—whisk broom, wind- 32, New York. THE GREGG AWARDS DEPARTMENT 
cannot assume responsibility for cur- 
~*~ rency lost in the mail. If you register 
e 4 Learn How To letters or packages containing cur- 
Lot eo mA MAKE MONEY AT HOME rency, Uncle Sam will reimburse you 
Yer}? in the event of nondelivery. 
ADDRESSING ENVELOPES FOR ADVERTISERS! You can also send a money order 
Use typewriter or longhand. There are many openings or check for even small amounts, or 
available at good full, spare-time earnings, for those A ftamps to send 
¢ y who noel how. Mail $1 for instruction manual buy Gregg wards s P . 
with your test papers. 
~ STERLING, Dept. S-1 Great Neck, N. Y. | 
“ — — 
STERLING or Gold RING & EARRINGS 
SOMETILING SPECLAL for St MMI KR. Airy. basket -weave 
issi lome ip Hi ot it lid S i 
s ror kt. Gold plate wil i dozens of compli ts 
i- King $3.95. Earrit us $3.95, “Complete Set $7.50 
’ t 7. Satisf. guar 
)S- COD send $2 depoxit 
x BOX 4035, T. Ts- 
u RUTH BRAWER TUCSON. ARIZONA. 
- 
Here's What oad DON’T Learn in School! 
‘ Y : S | t's 101 Othce Short 
iat Cuts the most a ‘alg comprehensive read- 
im ng ever compiled for the modern. secretary. 
n- Cleverly illustrated by secret: ithor Magi Max 
II I t book 1s studded w 1 wondrous ideas 
nat Rieaned trom a long career tn “Ne w York adver 
ra- sir il othice, and newspaper fields 8« 
var Real New Books, Box 1432-T, GPO, N. Y. I, N. Y. WHITE ICE... A NEW LEAF 
wf summer’s favorite jewels Every woman, from debutante to dowaoger, will cher 
= Lovely gilt-edged white roses . . . caught between ish this smart matched set. Pin and earrings have 
our a double row of stark white beads. Perfect foil for dainty simulated peor! centers ore very new 
50- limp on PROMOTIONS, ao summer tan in imported porcelain. Weor it as a very chic in gilt-edged white, navy, block, pink or 
f your salary, pres stig necklace or choker it adjusts to fit. Matching blue enamel 
0 ployment opportunitie earrings add a beguiling note for summer 
ely Yy Oo U R D vith aa). Seu wets vival ey Necklace... $3-00 Earrings 5.0 postene and Leaf Pin... $2.50 Earrings... $2.50 
= cnet’ Waa ae Beautifully boxed and gift wrapped Matching Cuff-links . . . $2.50 
ple ST AT lJ § < i 
. CRAMWELL INSTITUTE Li fi . 
vite -; 20 0 “Dept. T-5 * 545 Fifth Avenue * New York 17, N. Y. 
tax Dept. MS-7 Adams, Mass. e CHEE e€ —— ad 
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Simplicity patterns are available at most variety and department stores. 


Tops in stvle but simple to make is 

this beautiful dress and jacket costume. 
Shown in crease-resistant Moygashel 
lrish linen. Sheath dress and box 

jacket are Shanlin; polka-dot lining and 
accents are Marathon linen. Simplicity 
Pattern 4559, sizes 11 to 18: 50e. 
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This slender jiffy dress requires a 
minimum of time and effort to make. It 


»e* 
weet 





is cut straight—no waistline—and 
cinched with your belt. Shown in Wesco's 
Wash-O-Matic Belfast butcher rayon 
(crease-resistant and washable). Sim- 
plicity Pattern 4523, sizes 11 to 18; 35e. 


A sleeveless dress with a tiny banded collar 
and a wonderful skirt of unpressed pleats. 
The inverted pleat of the bodice plays 

up a wee waist. In one of Wamsutta’s “Poetry 
in Prints” Sanforized cottons—double rows 
of tiny leaves. Simplicity Pattern 4619, 

sizes 1] to 18; 35 cents. 
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JT F YOU DO have spring fervor, 
you know what a glorious sea- 
son of the vear spring is for making 
that vital drive for proficiency 
for obtaining greater skill... and 
for improving the market value of 
vour training. What is your occu- 
pational goal? How far do you want 
to go in a business career? How 
successful can you become? The 
answers to these questions, whether 
vou are in an office or in school, 
will be found in the manner in 
which vou tackle your job each day. 


ly | WERE A STUDENT expecting to 
graduate in a few short weeks, | 
would put every ounce of effort I 
had into building higher speeds in 
shorthand and typing, into improv- 
ing accuracy and speed in tran- 
scription, into improving the ar- 
rangement of my typewritten tran- 
scripts, and into learning to spell, 
punctuate, and use words. 

Topay’s Secretary is chock full 
of suggestions for improving your 
knowledge of secretarial require- 
ments and techniques. Take an eve- 
hing out and read over each issue 
once again, noting particularly the 
ideas and suggestions that you can 
put to use in establishing yourself 
in business. 

If | were an office worker or a 
secretary, | would study these same 
suggestions; for they are not di- 
rected to the student alone. The 
useful ideas in every issue will help 
young office workers to develop the 
competency needed for promotion 


BY FLORENCE 


and will spark the thinking of ex- 
perienced secretaries as well. 

There are plans now in process 
in business and industry to increase 
proficiency and production in of- 
fices. The people in charge of these 
plans will be seeking out examples 
of poor effort on the part of work- 
ers, but good performance in get- 
ting a job done will also attract 
their attention. If you already hold 
a position and you like the company 
for which you work, aspire to 
something better. Now is the time 
to groom vourself for that job high- 
er up. Give your employer the op- 
portunity of offering you more re- 
sponsibility, and a better salary, by 
demonstrating that you are ready 
for such a promotion! Appraise your 
work and improve it for a better 
rating. Don't be caught napping! 
Don't be satisfied with just getting 
by—be smart. 


BECAUSE GRADUATION is just around 
the corner and thousands ot stu- 
dents will be ready for an office 
position of some kind in a few 
short weeks, | want to give special 
attention, this month, to those 
readers who are students. Your pri- 
mary concern should be to make 
yourself competent in shorthand 
and typing in order to qualify on 
the pre-employment tests that will 
be given you when you apply for 
a job. What kind of job have you 
been trained for? What kind of job 
do you want? Did you set your 
sights high enough? Do you wish 
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Spring kervor— 


Do you have it? 


ELAINE ULRICH 


Director of Gregg fwards 


that you had had a little more fore- 
sight in the beginning and had 
buckled down earlier to the inten- 
sive training required for reaching 
your goal? Well, don’t fret about 
the past. Start right in now to im- 
prove your skills, and chances are 
you will attain the goal for which 
you are reaching. 


YouLL REMEMBER my telling you 
last month about one of the clerk- 
typists who joined our staff in Feb- 
ruary and is making such good 
progress in learning shorthand. 
Youll be surprised, perhaps, to 
know that, after nine hours and 
fifteen minutes of — instruction 
coupled with plenty of homework 
practice, Marge has finished twen- 
tv-eight lessons in the Gregg Short- 
hand Manual Simplified. She takes 
dictation on the letters at the end 
of each lesson at speeds ranging 
from forty to sixty words a minute, 
and her shorthand would make 
many a veteran writer look at his 
own notes ruefully. This girl recog- 
nizes the value of stenography to 
her job. She is enthusiastic, ambi- 
tious, and has already learned to 
love shorthand. 

Do you have this interest in and 
enthusiasm for shorthand practice? 
It is essential to your success. Do 
you persuade members of you 
family and your friends to dictate 
to you occasionally? Such practice 
can help you get along a little faster 
in your course. Your teacher can 
only instruct you. You must do the 


+] 








learning yourself. The interest, 
good attitude, and effort you show 
now will pay off in better rewards 
in your business career. 

And when you are interviewed 
by a prospective employer, you can 
support your claim to competence 
and proficiency by showing your 
beautiful Certificate of Vocational 
Competency. This certificate, issued 
by the Gregg Awards Department, 
testifies that you earned the fol- 
lowing awards on the official Gregg 
tests in shorthand and typing that 
are available to our readers: 


JUNIOR OGA 


This material is “loaded” with 

easy joinings and fluent blends. 
Practice the material as many times 
as you like, trying to get a 

light, smooth, fluent copy in 

your best shorthand penmanship. 


You may copy line for line or 

in narrower columns: you may use 
blank or ruled paper. Shorthand 
notebook paper is fine. Your 
writing may earn you a Junior 
OG A certificate or pin. 


SENIOR OGA 


This material includes just about 
every possible shorthand joining 
a real test of your ability to 
write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions. a 
uniform slant, and very smooth 
joinings. If you can qualify 

by penning a good copy of this 
material, you will get the 
Senior O G A certificate or pin, 
thereby becoming a member of 
the Order of Gregg Artists. 


In Shorthand 
e Order of Gregg Artists Certificate 
e Complete Theory Certificate. 
e 60-. 80-. and 100-word Shorthand 
Speed Certificates. 


In Typewriting 
@ Junior and Senior Order of Artis- 
tic Typists Certificates 
e 30-. 40-. and 50-word Competent 
Ty pist Certificates 


How MANY OF THESE basic awards 
do you already have? How many 
more can you earn? Strive hard for 


Optio 


ra cal” ah _ 
9 * ~_ BS a 
os i —~ a” 


the higher speed awards and earn 
them progressively. They are the 
extra values that help to put more 
dollars in your pocket. 

All your opportunities lie ahead 
of you. Don't miss any of them. 
Buckle down to a good job of fin- 
ishing off your training by practic- 
ing for all the awards you still need 
to qualify you for your Certificate 
of Vocational Competency. When 
you do, youll find that you have 
brought on a spring fervor that will 
carry all the way into next season 
too. Here’s success to you! 
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The Junior problem Is to 
od ake ¢ ew *n display of 
T HH E N AT | ON A a this tek. td it in 
such a way that it will fit on a 
vostal card o 0 a slip of yap 
2 A V | N G > B A N K re il “ shah 9 Bier - 
7” size (5% by 3'4 inches). You may 


rearrange the copy if you wish 
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SENIOR OAT 
WIA SAPP E 


The Senior problem this 
month: prepare a display of 
advertising copy. You may, if 


SHOP THAI ak 


promotion piece for whatever 








subject is your favorite. Or. 
you may pick any display adver- 
tisement in this issue and 


“translate” it into typewritten 


& Shorthand is one of the most valuable form: if you do this last, clip 
things you can learn .. .because you the ad you are “translating” to 
will someday be paid many dollars for ihe copy you send Ser an award 
every minute you spend in learning it 


& Shorthand is a skill that you can use 
while you're in school. . .or college 
- . »for taking better, clearer notes 


& Shorthand is a skill that you can use 
the day you step out of school. . .or 
any other time. . .throughout all the 
rest of your life .. . when you want = a 
» « - or need to earn your own living rO GET YOUR AWARD 


Mail your werk to the Grease Awards 


& Shorthand is the No. 1 Key to getting ae a a ae a 


42 Street, New Vork 36, New York) 





a fine-paying job . . .as a secretary secoempented: Sy tin stevest: fens, 28 
. . .or stenographer. . . in whatever fer cach OGA, OAT, or S0-word 


career fields . . . you want to enter oF se SE ae ee ee 
speec award, © “ sure vour tanne 


and address appear on your paper. 


& Shorthand is easy to learn .. . more FB ng lo 9 Miggage 
that 20,000,000 persons have taken it nt of inn of 


list of names, designating “ award 
before -you . . .nearly 20,000 schools Se ee 
teach courses in shorthand. . . it is OAT, CT (page 44), and OGA swerde 


one of the top courses for popularity ae Sate I See 








TODAY'S SECRETARY @ May, 1954 13 








MAY Cc Oo™M PE 


TE 


N T 


TYPHUS T T 





, , , ) ; 
Ts compute speed, note the number indicated at the end of the last 


1. divide total by number otf minute 


opted complete 
btract 10 tor each 


ly and add l for each additiona > strokes 


error betfore dividing by number ot n 





Words 


On the lowest branch of the big oak 
that grew just outside our kitchen 
window, a pair of robins nested for 
two consecutive seasons. We knew that 
they were our own by their friend- 
liness. They arrived 
spring, glad 


early in the 
to have reached their 
summer home; and, when attumn came, 
they seemed to regret leaving to join 
their feathered friends on the south- 
ward journey. 

The third spring, while the leaves 
were still tiny on the old oak tree, 
we were happy to see our lady robin 
sitting on her limb one morning. There 
was no mistaking her, for she had a 
small scar under her left eye. Her 
mate failed to appear, and we rightly 
surmised that she was a widow. 

Poor little lady! For a day and a 
half she sat there, chirping sadly 
when we offered her crumbs and early 
worms. Suddenly she made up her mind 
that life must go on, and she set about 
gathering grasses and twigs and string 
and mud to make a new nest on the 
site of the old one, working at it un- 
ceasingly. Before the last touches 
were completed, a blue egg had already 
been laid; and, the nest finished, the 
three succeeding days found other eggs 
added. We helped her all we could 
and wondered if it were possible for 
her to raise her family alone. 

It was a cold, wet spring. The 
rain beat down upon Lady Robin, and 
the winds blew, and the leaves of the 
oak were still too small to afford 
protection; but she stuck to her du- 
ties through it all. Often we wakened 
in the night and wondered if all were 
well with Mrs. Robin. Had it been 
possible, we would have built a shel- 


308 


Words 


ter to shield her from the weather. 
Daybreak found her with wings spread 
and head tucked under or hanging over 
the edge of the nest. 

Then came the miracle of new lives. 
Mrs. Robin hatched three of her pretty 
blue eggs. There was never an idle 
moment, for the babies were most de- 
manding. Our first morning task was 
to pour a generous supply of food on 
the garden path; and, without ado, the 
Bread 
crumbs and bugs and worms and seeds 
were placed where she could take her 
choice. She accepted no dead insects. 


mother flew down to claim it. 


Long worms she carefully cut into 
lengths and, filling her bill with all 
it would hold, flew to the nest, where 
she dropped a share into each open 
mouth. She seemed to thrive in spite 
of all her hard work. 

One morning we were pleased to 
see a youngster on the ground. Before 
long, a second joined his brother; and, 
later in the day, the third (likely 
being lonesome) fluttered out of the 
The mother bird led them to 
the shelter of the peony bushes and, 
from a stake at the énd of a berry 
row, stood guard over their privacy. 
She screamed and darted at intruding 
cats and chased away other birds; but, 
when we spread food out on the path, 
she called her brood forth with reas- 
suring little chirps. 

Soon the little ones began picking 
up food for themselves. The straw- 
berry bed was handy, and they fairly 
lived on the ripening fruit. Never 
once did we complain, for we were 
still heloing to support the father- 
less family. 


nest. 
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299 
323 


331 


335 


343 


424 


440) 
447 
454 


465 
473 


(If necessary, repeat from the beginning to complete a ten-minute test.) 


Written by Lydia Whitman especially for Today’s Secretary 
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WANT TO BE A SECRETARY 
IN INDIA? 


(Continued from page 19) 





Doctor Laubach demonstrated literacy teaching tech- 
niques to some forty students sitting cross-legged on 
the coconut mats on the front veranda. Except for 
three Russian Orthodox missionaries, all the students 
were Indian teachers of one sort or another—social 
education officers, school inspectors, members of the 
Indian Council of Agricultural Research, and Gaon 
Sathis (village men and women trained by the Ford 
Foundation for a job that combines the tasks of a 
social worker and a county agent). 

“Gaon Sathi,” June explains, is pronounced approxi- 
mately “gown sottee” and means “village friend.” The 
Gaon Sathis are trained a few weeks at a time and then 
vo back to the villages to teach farming methods, sani- 
tation, child care, nutrition, and other practical sub- 
jects. 

Like Doctor Laubach’s other students, the Gaon 
Sathis practiced what they were learning by giving 
literacy classes in the villages nearby. Classes for 
women were held in the daytime and for men in the 
evening after they had returned home from the fields. 
The end of each course was celebrated with a festive 
village “graduation” ceremony, at which each villager 
who had finished the charts and the first reader was 
presented with a diploma. 


BeEFORE THE LITERACY TEAM LEFT for the state of Assam, 
June purchased a new portable Italian typewriter to 
take along. Unlike many European makes, it had a 
standard keyboard—“didn't need anything changed 
except to put a dollar sign in place of the sign for the 
English pound.” This litthe machine made six carbons, 
and it weighed only ten pounds. 

Even though the rest of India was parched and 
brown at that season, Assam was green and beautiful, 
June noticed—the reason, she learned, was that in As- 
sam it rains all year round. In the valley city of Gau- 
hati, it rained so often that even nylons took days to 
dry after they'd been washed. “We—the women in the 
party, that is—had to go up to the capital city of Shil- 
long, in the mountains, to wash our hair so that it 
would dry again,” June comments. And the road up 
to Shillong is 63 miles of corkscrew curves, “banked 
like a bobsled run.” Traffic is permitted to go only 
in one direction at a time. 

But of all the places the literacy team went, June 
Was most fascinated with Nepal, the Himalayan king- 
dom that lies between India and Tibet. It was not so 
long ago that travelers from the outside could only 
reach Nepal by climbing the Himalayan foothills, a 
trip that takes three weeks on foot. Most freight is 
hoisted up the mountains on a rope lift—the longest 
one in the world. But now planes can bring passen- 
¥ers to Katmandu, the capital city, and a road is 
being built for other traffic. 


Nepal's long isolation is marked in odd ways, June 
found—by its clocks, set ten minutes ahead of those in 
India, and by its postage stamps, that can only be 
used inside the kingdom. Because Nepal never signed 
the International Postal Agreement, the Nepalese use 
Indian stamps for letters to the world outside. June, 
who wanted to buy a set of Nepal’s individualistic 
postage stamps, found she couldn't geta complete set 
at the Katmandu post office. Finally she was able to 
obtain them in the bazaar, the market and shopping 
center of any Eastern community. 

In the bazaar—or anywhere else she went in Kat- 
mandu—June found herself followed by a small group 
of Nepalese adults and children. “They aren't im- 
polite,” she explains, “they're just curious. Foreigners 
are pretty rare in Nepal.” Actually, the literacy team, 
the American Point IV staff, and a dozen British offi- 
cials brought the total foreign population of Katmandu 
to about thirty. Nepal rarely admits outsiders, and 
then with some hesitation. 

But the kingdom gave Doctor Laubach and his team 
what was literally a royal reception. The mirror-walled 
reception room of the royal palace was given over to 
Doctor Laubach’s demonstration of literacy tech- 
niques, And his audience included the crown prince, 
the prime minister, and all the highest Nepalese and 
foreign dignitaries in the country. 

Doctor Laubach’s students, recruited from villages 
in the valley, were timid; they had never been inside 
the palace before and would probably never be there 
again. But they were fascinated with the Doctor's 
charts, which have pictures for every syllable of their 
language. And in an hour, they had made the amazing 
discovery that, for the first time in their lives, they 
could read. 

“No matter how often you see it,” June says, “it’s 
wonderful to watch their faces light up when people 
who've never been able to read before know that now 
they can.” 

The Nepalese liked Doctor Laubach and his team. 
And the American Point IV staff was making friends 
in Nepal, too, June found. Some of the Nepalese were 
joining in the Americans’ weekly baseball game—“and 
some of them are A-1 baseball material,” she adds. 

Almost all the Nepalese, she thought “beautiful 
people, with their rosy cheeks and honey-colored skin.” 
Coming back from the Indian subcontinent, where 
most people have darker skins and many of them are 
hungry, June’s first impression was that Americans 
generally looked pale but remarkably well-fed. 

She loves India and wants to go back again, al- 
though she isn't sure how she'll get there. But the 
chances are that she will, somehow. She decided she 
wanted to work for Doctor Laubach’s literacy pro- 
gram when she was in high school and heard him 
speak before a church group. She got the job years 
later, after she had graduated from college, come to 
New York, and taken a secretarial course. Now that 
she’s decided she wants to go back to India, June ha 


enrolled in an evening class in the Hindi language 
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SPRUCE-UP TIME IN THE OFFICE 


(Continued from page 27) 





month period, and use new ones beginning July first. 
If so, get them ready now, with bright labels in new 
color bands—possibly green. 

Keep a supply of clean desk blotters and resolve to 
use a fresh one at least every month—one side for two 
weeks, then the other side for two weeks—on your desk 
and also on your boss’s desk. 

Were any electric wires strung along the floor when 
the new electric typewriter was bought or an adding 
machine was moved? If so. suggest having more elec- 
tric outlets put in. 

Test all the electric fans—make sure theyre clean 
and ready to whirl when needed. 

Check all the windows—will they open from the top 
as Well as from the bottom? 

Could you rearrange your entire working area so 
that less effort is necessary? Study your habitual mo- 
tions. Is the card file on your desk a long arm’s length 
away? Do you have to get up to consult the books or 
records you use many times a day? Is the file material 
you most often use in a drawer difficult to reach? If so, 
why not shift things around? 

By the time you've finished all this activity, your boss 
may have caught the idea. If not, proudly show him 
your preparations for hot weather, and ask whether 
he'd like to have his desk and office spring-condi- 
tioned. He’s sure to give you the “go-ahead.” 


Now FOR YOUR BOSS’s DESK. Again, it’s wise to start with 
the drawers—you'd better check first with your boss to 
see Whether he wants to leave it entirely to you, do it 
himself, or make it a co-operative job. 

If you do it alone, sort all material you propose to 
remove from his desk: one stack to be thrown away, 
and one stack with suggestions attached such as, “Into 


AN | 























ae 
Nat yrancA 


He just stepped out!” 


“Mr. Hammond, sir? ... 


the files?” “For the bookcase?,” “Return to Mr. 
Smith?,” etc. When your boss has some free time, go 
through these stacks of material with him. 

As you are working at his desk, watch for objects 
you know he'd be happier without, such as bent paper 
clips or stubby pencils. But—be sure. You know your 
boss and whether he has a liking for stubby pencils! 

If you find several memo pads with just a few sheets 
left, substitute one or two new plump ones. 

If you find calling cards with business addresses and 
phone numbers on them. ask your boss whether you 
may add the information to his special card file for 
such data (and to yours) and then throw them away. 

If he has a desk file, prepare fresh folders for it. 
Save these until the end of the first hot week. Then 
when he’s out of the office, take out the tired old fold- 
ers and put in the new ones. (Double check the old 
folders to see that all papers are removed and also that 
he hasn't scribbled a note on the folder itself. If so, be 
sure to save it.) Your boss will like you very much 
when he finds his little surprise. 

Perhaps beautifying the top of his desk will require 
tact. as well as polish. ( Best not to startle him by mak- 
ing a clean sweep.) Study the desk top—and your boss 
—and, if you see how a few things removed. or a new 
arrangement, would give more space and be more at- 
tractive, ask him whether he would like you to make 
the changes. 


DURING YOUR DESK CLEANING, take a good look around 
the boss’s office. Perhaps a little rearranging and 
straightening would improve its appearance. Before 
vou do anything drastic, however, it would be wise to 
check with your boss. He may be so pleased with his 
desk that he'll be ready with suggestions for his room. 
You might ask whether or not he wants the draperies 
cleaned. He may even want them left down for the 
summer. 

Has the rug been cleaned recently? Does his office 
furniture need polishing? Perhaps this is the time to 
have the professionals take over and do a really good 
job for him. 

If he has Venetian blinds, give them a thorough test 
to make sure they won't start sticking on the first hu- 
mid day. Perhaps it’s time to have them taken down 
and cleaned thoroughly. 

How about his book shelves? Are they so cluttered 
with issues of trade magazines that there is almost no 
room for new magazines? Perhaps he will be willing 
to part with a few old issues, but be sure to check first. 

There may be pictures on his office walls that have 
become dull and smeary. Dust them thoroughly and 
wash the glass, so that they will look bright and attrac- 
tive again. Or, if the walls are bare, you might suggest 
that he consider framing some of those company pho- 
tos he has been saving—or perhaps select some attrac- 
tive old prints or a painting or two to liven the decor. 


WHEN ALL THIS IS DONE, you'll really feel that spring 
has come—inside as well as outside of the office. 
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STARTING A TRAINING 
PROGRAM 


(Continued from page 22) 





3. It should not be compulsory. 

4. It should take place on com- 
pany time. 

5. It should be taught by peo- 
ple who really know how to teach. 
(Though a person may know pro- 
cedures and techniques, it does not 
always mean he can teach them. ) 

6. It should specify definite goals 
and standards of achievement. 

7. It should provide a means of 
recognizing those who have 
achieved the set goals. (Perhaps a 
certificate or a written statement of 
some kind. ) 

There is another very important 
phase of training that cannot be 
ignored in any discussion of on- 
the-job training. Brief mention was 
made of it in the November, 1953, 
issue of this magazine when we 
quoted a statement from Dr. Wil- 
liam J. Reilly in his book, Law of 
Intelligent Action. As he puts it, 
“,.. training begins on the first day 
on the job . whether a definite 
program exists or not. If a worker 
is merely hired, taken to his super- 
visor, and forgotten, he is still 
being trained. He is being trained 
negatively—by default. Most work- 
ers start out with a natural desire to 
succeed on any job they undertake. 
But, if they are ignored most of the 
time and simply ordered around the 
rest of the time, it doesn’t take long 
to ‘seek the level of their group’ 
and lose whatever desire they might 
have started with ‘to make good.’ ” 

Yes, training is always part of 
a supervisors job whether or not 
she is asked to set up a formal 
program. 


ANOTHER TYPE OF TRAINING that is 
currently growing in popularity is 
the seminar for experienced secre- 
taries; and, as a supervisor, you 
might also be asked to assist in set- 
ting up a program of this type. A 
seminar acts as a review, a brush- 
up, a motivating 
means of 


device, and a 
becoming acquainted 
with the problems and practices of 
others without becoming personal. 
Seminars can either be conducted 
by experts or by home talent. Some 
companies believe that an upgrad- 
ing program should be conducted 
entirely by their own staff; others 
believe the program is more effec- 


tive if it is staged by outsiders. The 
latter is particularly true if much 
help is needed in trying to improve 
attitudes, personality traits, and 
work habits. The most popular ar- 
rangement for seminars is to have 
the group meet on company time 
once a week for ten to fifteen weeks 
(one to two hours each session). 
If a consultant or expert is used, he 
or she will usually submit a report 
to management suggesting im- 
provements in procedures, policies, 
or techniques. 


WHEN WE SPEAK of training pro- 
grams, we cannot forget JIT (Job 
Instruction Training). During the 
last war, probably more was done 
through these programs than 
through any others to develop 
good training on the job. Four basic 
steps to observe when teaching 
were suggested: 

1. Prepare the learner. Put him 
at ease. Find out what he already 
knows. Stimulate his interest in the 
job. Show purpose of job. Place in 
correct position. 

2. Present the job. Tell, show, 
illustrate—step by step—no more 
than can be mastered at one time. 
Stress key points. Be clear, thor- 
ough, patient. 

3. Try-out performance. Test by 
having learner perform. Have 
learner tell and show you. Have 
learner explain key points. Correct 
errors. Repeat if necessary. 

4. Follow up. Check frequently. 
Encourage questions. Correct er- 
rors; reteach if necessary. Put learn- 
er on his own. Designate to whom 
he should go for help. 


THERE IS SO MUCH to this area of in- 
service training that all that this 
article can attempt to do is to give 
supervisors who are new in the field 
some idea of how to get started. 
While the stenographic shortage 
continues, however, your chances 
of having to help install a formal 
program are pretty certain. When 
you are finally presented with this 
task, however, you won't have to 
throw up your hands and _ yell 
“Help.” For, although you will need 
help, you'll know where to go for it! 





Parts of this article were adapted from 
“The Road to Secretarial Success,” by 
Irene Place and Madeline S. Strony 
(McGraw-Hill, 1954). For outlines of 
complete training programs, refer to 
this book. 





r——WHY WASTE 
OFFICE TIME? 


KEE LOX “KOPY ALIGNER” 
combines highest quality 
CARBON PAPER plus 
patented collating feature 
insures speed automatically 
plus EFFICIENCY 
with LESS FATIGUE 








You cut your collating costs 
You save on the time! 


Different Weights and Finishes 
to give perfect results from One 
to Twenty Copies at a time. All 
Copies Clean while every sheet 
has astonishing wear. You may 
obtain Free Samples by contact- 
ing any of our 32 fully stocked 
Retail Branches in the U.S.A. We 
also make Carbons for every use 
and ribbons of every color for 
every machine known to the 
market. 


Kee Lox Duplicator Supplies 
are No. 1 on the market 


Just phone our Branch in your 
city for Samples of above Kopy 
Aligner or write to HOME 
OFFICE ... 


KEE LOX MANUFACTURING COMPANY 


ROCHESTER 1, N.Y., U.S.A. 
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LINE MAGNIFIER 
Saves Eye Strain 





ESPECIALLY ADAPTABLE FOR USE 
ON STANDARD COPY-HOLDERS 


Also can be used on flat desk work. Enlaraes fine 
print or Elite type to easily readable size 

Available in thre sizes 

l-inch width 8” long $3.50 
l!4-inch width 9” long ‘ 4.50 
114-inch. widtt 12 ong a 5.50 





TABLE MODEL 
FOR FLAT COPY WORK 
Magnifies several entire lines simultaneously. Per- 


fection ground convex lenses. Tilted, Rigid. Nickel 
finished frames in three sizes 


Folding pocket size 15.” by 4” $4.95 
Rigid Type 15.” by 6” 5.50 
Rigid Type 214” by 7” - 8.00 
PENCIL MAGNIFIERS—fit on top of pencil 

11.” diam. for office use. '» doz : $2.50 


Shipped Postpaid: 30 days to rated firms 


Write for catalogue of office 
cialticn and quantity discounts 


Cf feral Sales— 


P.O. Box 1753 Fort Worth, Texas 





TESSIE ASK EXPERTS 


(Continued from page 10 








GO PLACES with Waldon Roberts Gronann 


Pyramid of the Sun, 
— otihuacan 





ie | 
ym 


eh wld Know about 
MEKICD 


With Mexican color and grandeur 
there’s also tradition—and this in- 
cludes erasing! Mexicans and people 


qo? 


wor PP 


the world over who insist upon 
cleanest, fastest erasing, create the 
universal demand for Weldon Rob- 
erts Erasers which Correct Mistakes 
In Any Language. 


Ask your office manager or station- 
er for Weldon Roberts Erasers to 
correct mistakes in shorthand, typ- 
ing, handwriting. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 
Wo orld’s Foremost Eraser Specialists 
GRAYPOINT ERASER “PENCIL”. In wood 


casing. Sharpens with knife or pencil sharpener. 
Gray rubber core, erases 


Gf SPECS 





* wera 





tyvpewriting, carbon 
copies, pencil writing. With or without whisk 


brush. 
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TESsi Here is a question tor 
Hutchinson \ 


writes, “I have 


Miss 
teacher in New Jersey 
always stressed spelling 
per cent as two words and percentage 
Recently, 


as one howeve! | have ho 


ticed in several well-known magazines 


that per cent is being written as on 
word. I have also noticed, recently, the 
words high school put together as on 
word. Are the 
or is” the 


again? 


two-word forms correct. 


English language changing 


HurcHINSON: Our editors, Tessie. pre- 
ter the two-word form per cent rather 
than the solid form. However, the solid 
word is allowable according to Webster. 
and it is used in 
Percentage 


many publications 
is always written as one word. 
There is no authority for joining high 
solid word SO far aus We 
It is difficult to keep abreast of 
changes in word ftorms—no one 
this better than 


school as one 
know. 


knows 
in editor! 

Tessie: Doctor Rosenberg, here is a 
legal question from a New York reader: 
“In the concern where I am employed 
there are a number of company cars that 
various members of the staff use for com- 
pany business. Many times an occasion 
has arisen when I sorely needed the use 
of a car tor some persona! business and 
was tempted to borrow one of the com- 
pany cars without asking my employer's 
permission, 


accident, 


Visions of some unavoidabk 
has always kept me 
from trying this. Just for my own in- 
formation, could you tell me if property 
damage resulting from an accident (un- 
der the circumstances I just described ) 
would be covered by 
by my firm?” 
Rosenberc: This gentleman had better 
stifle this urge to 
car for personal business, no matter how 
innocent it may 


hows Vana, 


insurance carried 


“borrow” a company 


seem, Tessie. For you 


see, the insurance carried by most busi- 


ness firms covers only losses resulting 


from automobile accidents that occur 
while the ve hic s are being used in the 
course of one’s employment. 


Tessie: Here is letter from another 
trom Massachusetts. 
I guess you had better answer this, Mr. 
Zoubek. The letter reads, “As a new sub- 
scriber to your magazine and because | 
have not looked at shorthand notes in a 
publication for many years, I am _ like 
Rip Van Winkle gazing on a new world. 
What is this new ‘Simplified’ shorthand? 
What happened to the old-tashioned 
kind—the kind I write? Are both kinds 
taught today? A little light, please.” 
ZovuBEK: This gentleman will be inter- 
ested to know, Tessie, that in 1949 we 
issued the first revision of Gregg short- 
hand in twenty years—Gregg Shorthand 
Simplified. In this revision we made a 
good many changes in outlines in order 
to make the system easier to learn and 
also to eliminate inconsistencies of out- 
line. Gregg Shorthand Simplified is now 
used in over 90 per cent of the schools 
of the country that teach Gregg short- 
hand. number of schools still use the 


gentleman—this one, 
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Anniversary Edition of the Manual, but 
this number is rapidly growing smaller 
I do not know of any schools that. still 


use the 1916 Edition. 


TESSIE: Here's One More 
vou, Miss Hutchinson. 
secretary In 


question tor 
This comes from a 
Nlissouri. who Says: “The 
letter 
signed by two men—one name under the 
other. When it came to answering. this 
letter, I did not know to which man | 
should address it. The typist had only 
placed her inittal on the letter; therefore 
I did not know who dictated the letter 
and could not use that as a choice. Would 
vou plea se tell me what I should have 
done? 

HUTCHINSON 
by two men, Tessie, 
addressed to both. For example 
Messrs. M. L. Wood and Edward Craig 

The salutation should be: 

My dear Messrs. Wood and Craig: 


other day my employer received 


When a letter is signed 
the reply should be 


lressiz: Doctor Lloyd, here is a state- 
ment rather than a question concerning 
typing; but I'm sure both you 
readers would like to hear about it. This 
secretary from New Jersey. writes, “It’s 
all very well for Doctor Lloyd to say that 
electric typewriters are less fatiguing and 
faster and easier to operate; but the rea- 
son I like an electric is because I no long- 
er break my nails or chip my nail polish 
as I so often did on my manual machine.” 

Lioyp: Well, since I don't weat 
nail polish, I would hesitate to comment 
on this. But, since I see Mrs. Strony nod- 
ding her head so vigorously over there, 


and our 


Tessie. 


I guess this voung lady is absolutely cor- 
rect; and I want to thank her for writing 


Since we're coming to the end 
of the page, friends, I guess we'll have 
to sign off until next month. Till then, 
meeting's adjourned 


TESSIE: 





Words 


Key to teasers on page 23 


HOW IS “SEED” SPELLED? 


g succeed; 2. precede; 3. exceed 
$4. recede; 5. 


intercede; 8 


a cede; os 


LO. cede. 


supersede; 6. 
. proces d: 9. secede: 


TO HYPHENATE OR NOT 
l. b; 2. a; 3. b; 4. d. 


FIND THE BONERS 


1. residents (not residence ); areas (not 
arrears); 2. may be (not maybe), too 
(not to); 3. All right (not Alright); 4. 


berth (not birth); 5. costume (not cus- 


tom); 6. dyed (not died ); 7. guessed (not 
guest); 8. They're (not Their); 9. all 
together (not altogether ); 10. be low (not 
below ). 

MAKE A CONTRACTION 


l. nat’; 2. were; 3. ll; 4. rll; 2. 
they've; 6. cont'd; 7. doesn’t; 8. it’s; 9. 
B’dway; 10. dep’t (also abbreviated, dept.). 
A GEOGRAPHY QUIZ 


d: 2. b; 3. a; 4. d. 
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OFFICE SHOPPING CENTER 





“+H, THOSE STAMPS!” Is that the 
moan we can hear from vour office 


as closing time draws near? If so, 
wed like to show you the Dispens-A- 
Stamp, a new invention tor moistening 
ind applying stamps. With your help, 
the Dispens-A-Stamp can moisten and 
apply 100 stamps for you in five minutes, 
the manufacturers sav. What could be 
quicker than that? Speedy—and simple. 





You just separate your stamps and place 
them on the Dispens-A-Stamp; then, 
with your index finger, exert a little pres- 
sure on the toremost stamp. A single 
stamp will leave the stack to be mois- 
tened, the abrasive surface retaining the 
remaining stamps. It is good at sealing 
envelope flaps, too—100 in two minutes 
it is claimed—and it’s just the thing 
for labels. You can get this versatile 
gadget trom Dispens-A-Label Devices, 
201-203 Boggs Avenue, Pittsburgh 11. 
Oh, ves—the price is $4.95 


Look, Ma—No Hands! There's some- 
thing in the air—and we don’t mean 
spring! Now, for busy secretaries and 
their executives, an electronic instrument 
has been invented that frees hands to 
write while still speaking on the tele- 
phone. It’s the Fonadek, British con- 
ceived and United States manufactured 





device, that works this way. Simply dial 
your number, place the telephone receiv- 
er on Fonadck and talk. You can leave 
your de sk, consult records, never lose a 
word. Fonadek is said to transmit your 
voice clearly to the person on the other 
end of the wire. 

The device is not installed or plugged 
in; it runs on ordinary batteries, yet 
the Fonadek electronic “heart” amplifies 
voices at both ends. It might be just the 


thing for a round-robin conference where 
everyone present could hear and take part 
in the telephone conversation. Volume 
can be regulated by a control button. 
Fonadek sells for $59.95. f.o.b Boston, 
and is guaranteed by the manufacturers. 
a division of Special Services, Inc., 44 
School Street, Boston 8, Mass. 


The Dupli-Voice Story. Yet another 
transcribing machine is vying for your 
attention and approval in a field of many. 
This is the new portable machine called 
the Dupli-Voice. The manufacturers, the 
Dupli-Voice Company, Inc., of Algon- 
quin, Illinois, explains that its instrument 
employs the Erase-o-matic belt, which 
reproduces with the fidelity of wire or 





tape. Economy is yours through this ver- 
satile belt, for it can be mailed, filed, 
or as its name implies, erased for tuture 
use. The Dupli-Voice is lightweight (only 
twelve pounds) and occupies little space 
(5% inches by 10 inches). We have not 
been given the prices. Please write direct 
to the company for detailed costs and full 
information. 


Midget Adder. An interesting and high- 
ly useful tool has been manufactured by 
the Priesmeyer Company, 110 South Cen- 
tral, Clayton 5, Missouri, for “quickie” 
additions and subtractions. The Kes Add- 
er is a pocket-sized adding machine, but it 





computes accurately to 10,000. We think 
it might be useful for secretaries who 
have occasional figuring to do; it is said 
to be simple to operate. Very small, the 
Kes Adder can be tucked into your purse 
to use on shopping sprees; then you'll 
know just how much you have left over 
for a new hat. The Kes Adder is $2.00, 
postpaid from the manufacturer. 
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@ “sight-level”™ 
convenience 


@ all-metal — 
one piece 


@ neot, clean 
eppecronce 


The Liberty Copyholder puts all copy in 
full view, at correct angle for easy, efficient typing. 
Designed so it will hold even a heavy baok 
without tipping. Made of heavy gauge steel 
with soft grey finish. Size, 7” wide, 914" high, 
5” base. So low in cost .. . you can afford 
one for every typist. 


ORDER NOW by moil if not ovailable 
from your stationer. 


BANKERS BOX COMPANY 


Mokers of Liberty Record Storage Product 


720 S. Dearborn Street Chicago 5, Illinois 





GE Just Published me 


SUCCESS AND 
SATISFACTION 
in Your Office Job 


by Esther R. Becker 
author of Secretaries Who Succeed 


and Richard L. Lawrence 











For every office worker from 
typist to top secretary, here 
are techniques for develop- 
ing those subtle elements of 
personality and office “know 
how” that are the open- 
sesame to recognition, prog- 
ress and enjoyment in any 
office position. 


“One of the best sources of 
sound secretarial psychology 
that I have had the pleasure 
of recommending.” —AppIE 
SMALL, Assoc. Professor of 
Secretarial Administration, 
University of Houston, 








$2.50 at your bookstore or from 


HARPER & BROTHERS, N. Y. 16 

















MAKE YOUR OWN INDEXES 


And SAVE 56% Typing Time ‘ 





Just Use \ 


{ Easy 10 \ \ cut \10 Al 
ss x = sort “ROLLER Nees 


The Now 





E::clusive () 
INDEX 
AICO TYPERITE jp apinc 
With Pica Spaced Insert Strips! 
Typing Is Neater, Cleaner 


Never In Zig-Zag Fashion 
No Soft Roller’s Required 


Typing Titles Is Easier 
For 1,2 or 3 Line Titles 
Lines Are Always Straight 


IT’S THE PICA SPACING THAT DOES IT! 


The new AICO Typerite Tabbing has blank inserts spaced ex- 
ac.ly 2 and 3 picas deep to permit the use of the line space 
lever when typing titles. Whereas, non-pica spaced inserts re- 
quire the use of the soft roller to center or position the title 
when typing. This wasies inserts, typis:’s time and temper. So— 
be sure to ack for AICO Typerite Tabbing. It's the only Tabbing 
with this fea-ure. 


Siationer or Write Cept. 5 for FREE Sample 


97 Reade St., New York 13, N.Y. 
426 S. Clinton St., Chicago 7, Ill. 


Now at Your 


AIGNER 
INDEX. 





























77 FOR IMPROVEMENT OF NOTES! 
GREGG SHORTHAND CORRECTIVE SLIDE 


Use the ‘overseer’ in your practice for better notes. 
Correct shorihand forms in bright red ink on clear cel- 
lulose acetate, when superimposed on your writing, will 
show every flaw in formation, slant, and proportion. 
Just what you need in your practice on the OGA tests! 


HANDY AID 


The Shorthand Corrective Slides are available in 

either Anniversary or Simplified Gregg. They are 15c 

each, or $1.50 a dozen. Help yourself to become a better short- 
hand writer by ordering a Slide today. 


GREGG MAGAZINES DEPARTMENT 


»20 West 42 Street, New York 36, N. Y. 
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SO SORRY, MR. CLARK 


(Continued from page 30) 
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SHE DANCES DURING HER 
LUNCH HOUR 


(Continued from page 15) 





her homemade cookies on his desk. Esther was a little 
startled the first day she took dictation from him. As 
soon as she had seated herself beside his desk, he 
gravely handed her a cookie. That done, they started 
to work. 

She smiles, too, when she remembers the day she 
had ushered into his office a dignified Social Register- 
ite who looked quite pale, fashionably wearing a very 
light shade of make-up. When Esther passed the open 
door a few moments later, she gasped to see the dow- 
ager seriously munching an apple that Mr. Murray 
had insisted she needed. 

The dance instructors, like the office staff, have ac- 
cess to supplies of cookies, candies, fruit, and vitamins, 
and are encouraged to help themselves generously. 
Arthur Murray wants them to stay healthy. 

“\Ivy boss knows more than hoofing!” Arthur Murray 
planned to become an architect and was well on his 
way professionally. However, wanting a little extra 
money, he decided to give dancing lessons. What hap- 
pened after that, we can all guess. The dance studios 
were such a success that they ran away with the archi- 
tect. His knowledge of building, design, and decorat- 
ing is put to good use, as his handsome studios show. 
“There is little that he doesn’t seem to know how to do, 
and do well.” Because he had a large correspondence 
course in dancing when he started teaching. he knows 
the fastest and easiest ways to stuff envelopes and to 
seal and stamp them, and now passes on his knowledge 
to his employees. 

Arthur Murray may come into the offices and pass 
rapidly by several desks on the way to his own, appar- 
ently not looking at anything that his people are doing; 
but, a few minutes later, he may return with something 
that will make the job easier or to give a suggestion 
that will help. 

Esther leaves notes on Mr. Murray’s desk to ask 
whether a reply should be yes or no for a phone in- 
quiry, letter, or visitor. Often she never sees these notes 
again. She used to be more than a little puzzled. While 
rummaging in his wastebasket one day, she found 
many of her memos. She learned then that when the 
answer is “no,” Arthur Murray throws the note away. 
Now, when Esther wants to confirm a negative re- 
ply, she just has to look through his wastebasket. 


IN ADDITION TO WORKING HARD FOR TWO BossEs, Esther 
is Executive Secretary now. She hires all the office em- 
ployees and handles successfully the personnel prob- 
lems that go with the job, skillfully training the men 
and women in the Arthur Murray offices, listening to 
their personal troubles, and helping them over the 
rough spots toward happier living and more efficient 
working. “I find the most important thing a girl has to 
learn, especially the girl on her first job, is to disasso- 
ciate her personal life from her business day. It’s so 
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very necessary not to look glum and act glum when 
you have a problem at home, and it’s something each 
of us has to learn.” 


TWO DOORS OPEN OUT OF ESTHER’S OFFICE. There lead in- 
to the offices of Arthur and Kathryn Murray, both 
wood-paneled, but one in an obviously more feminine 
light-colored wood. On one wall of Mrs. Murray’s office 
hang photographs of two young women, the beautiful 
twin daughters of the Murrays. On a table nearby are 
photographs of the happy, chubby grandchildren of 
whom they are so proud. 


Arthur Murray’s office, like his wife’s, has the same 
combination of streamlined efficiency and_ personal 
warmth, Occupying an important space on top of this 
desk are the famous cookies, now kept in a gold box, 
which was the office staff's Christmas gift to him one 


vear. 


Soon after Esther started working as his secretary, 
one September day, Mr. Murray began a letter by dic- 
tating, “Thank you for your letter of February sixth. 
I'm sorry for this slight delay . . .” Esther, who was 
still in her shy days, felt sure Mr. Murray had made a 
mistake, but didn’t dare question him. She waited until 
she had a chance to speak to Mrs. Murray and then 
timidly asked whether she could have understood cor- 
rectly. “Oh, yes,” was the amused reply, “he sometimes 
answers a letter two vears old.” 


ESTHER HELPS IN THE WORK of the Arthur Murray Foun- 
dation, which has given many millions to charities. One 
day, when Mr. Murray was away, she typed a note to 
him on his best engraved stationery. Back came a gen- 
tle reproof. “Esther,” was about what it said, “don't 
waste the good stationery on me.” She was embar- 
rassed, but now she thinks, as does Arthur Murray, 
that to waste is evil when there are so many places to 
put dollars where they help people. Now when Arthur 
Murray gets a note from Esther, it is typed on plain 
paper. 


BOTH MR. MURRAY AND MRS. MURRAY are quite capable 
of rolling up their sleeves and doing any job in the 
office. Mr. Murray will run the switchboard if the occa- 
sion demands it. Mrs. Murray will go after the house- 
cleaning just like any good wife. “Better wear an old 
dress and bring a smock tomorrow, Esther,” she will 
say. “I think the stockroom needs some rearranging.” 
Next day, Esther, ready for work, tackles the job with 
Mrs. Murray. As she is about to pick up a box of books, 
Mrs. Murray will say, “Oh, no, Esther! That’s too heavy 
for you.” And, with that, petite Kathryn Murray quick- 
ly takes the box away from Esther and carries it across 
the room herself. 

One morning, she brought in five pairs of white 
gloves, gave a pair to Esther and distributed the others. 
“These are to keep your hands pretty whenever you 
have an urge for housecleaning,” she announced, and 


TODAY'S SECRETARY @ May, 1954 











ne 
nal 
his 


ne 


LIT- 


iite 
ers. 
you 
and 





thus was born the office joke of the “White Glove 
Brigade.” 

Mrs. Murray shares with her husband a sensitivity 
for kindness. “I can’t ever fool her when I'm not feeling 
well or when something is on my mind,” says Esther. 
Neither can the others. Soon after she has arrived in 
the morning, however gay has been Esther’s greeting, 
Mrs. Murray may call her into her office and ask what 
is troubling her—or someone else she may have noticed 
was bright in a forced way or not quite as cheerful as 
usual. “This doesn't happen often, because generally 
we're a happy, healthy family, but Mrs. Murray loves 
us all and knows when something is wrong, even slight- 
ly so.” 

“I wouldn't blame my husband, were he just a bit 
jealous. I talk about my work and about my bosses 
when I’m home. And the job he suggested I take be- 
cause it would get me home earlier is one I just cant 
leave until I'm sure everything is done. No, he’s not 
jealous—he, too, thinks the Murrays are wonderful!” 


ESTHER LIKES TO TAKE A DANCING LESSON during her 
lunch hour, instead of going out for a leisurely lunch 
at a restaurant. She finds she works under pressure, 
and at times there is tension, as there is in any job 
with responsibility. Dancing relaxes her, leaving her 
fresh and ready for a busy afternoon. (And yes, her 
husband has been to the Studios for the Arthur Mur- 
ray course! ) 

Esther's eves shine when she talks about her danc- 
ing lessons. “Dancing is especially good for someone 
like me who is apt to forget good posture habits. I 
know now when I slump at my desk, and I do it less, 
because good dancing requires good posture. If you 
dance much, you'll find a carry-over of holding your- 
self properly when you're walking and sitting.” 

Esther has come a long way from Grader of Aptitude 
Tests, and from the day the cookie preceded the dicta- 
tion of that first letter. Sometimes she is so annoyed at 
having the work she loves interrupted that she has 
found herself resenting an unexpected phone call, even 
from her best friends. “When I’m in the office, I’m not 
Esther Jacoby—I’m the Arthur Murrays’ Secretary!” 
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